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Key vocabulary
General public procurement vocabulary

Parties to a public contract

Award procedures

Essential content of a tender



- Public contracts: means contracts for pecuniary interest concluded in writing between one or more

economic operators and one or more contracting authorities and having as their object the

execution of works, the supply of products or the provision of services.

- Subject-matter: it concerns the good, service or work to be procured or performed under each

contract. It shall determine the type of contract concerned.

- Common Procurement Vocabulary (CPV): adopted by Regulation (EC) No 2195/2002, is a

hierarchically structured nomenclature, divided into divisions, groups, classes, categories and

subcategories. In order to avoid legal uncertainty, it should be clarified that reference to a division

does not implicitly entail a reference to subordinate subdivisions. [1]

General public procurement 
vocabulary

[1] Public procurement guidance for practitioners (European Commission 2017)



Parties to a public contract

THE PUBLIC BUYER

- Contracting authorities: the State, regional or local authorities, bodies governed by public law or associations

formed by one or more such authorities or one or more such bodies governed by public law;

THE COMPANY SIDE: [2]

- Economic operator: any natural or legal person or public entity or group of such persons and/or entities, which

offers the execution of works, products or services on the market.

- Tenderer: an economic operator that has submitted a tender.

- Candidate: an economic operator that has sought an invitation or has been invited to take part in different

procurement procedures.

- Contractor: economic operator that has been awarded the contract. Depending on the type of contract, it may

acquire a different specific name. E.g.: supplier or service providers.

- Subcontractor: economic operator hired by the main contractor to carry out certain actions of the contract.

[2] Consultancy Services for Common Procurement Vocabulary expert group (European Commission 2017)



Award procedures

- Open procedure: in open procedures, any interested economic operator may submit a tender in

response to a call for competition

- Restricted procedure: in restricted procedures, any economic operator may submit a request to

participate in response to a call for competition by providing the information for qualitative

selection that is requested by the contracting authority. Only those economic operators invited to

do so by the contracting authority following its assessment of the information provided may submit

a tender. [3]

[3] Public procurement guidance for practitioners (European Commission, 2017)



Essential content of a tender (I)

- Threshold amount: amount of money that establish if the Directives shall by apply to procurements

(if their value net of value-added tax (VAT) estimated to be equal to or greater than the thresholds).

- Procurement document: any document produced or referred to by the contracting authority to

describe or determine elements of the procurement or the procedure.

- Technical specifications: set out the technical aspects that must be complied with in the

performance of the contract. [4]

- Selection criteria: set out the criteria to be used to select the economic operators who may submit

a tender or who will be selected to perform the contract.

[4] Criteria Evaluation Briefing Note (OECD, 2019)



Essential content of a tender (II)

- Award criteria: criteria to be used to select the successful tender for the contract. They are based

on a points system articulated around objective criteria (such as price) and subjective criteria (such

as the degree of innovation of the solution provided).

- (Special) Conditions for performance of contracts: contracting authorities may lay down special

conditions relating to the performance of a contract, provided that they are linked to the subject-

matter of the contract and indicated in the call for competition or in the procurement documents.

Those conditions may include economic, innovation-related, environmental, social or employment-

related considerations. [5]

[5] Public procurement transparency & integrity (Fundacja ePanstwo)



Phases of the procurement lifecycle

Preparation Tendering Award phase Formalisation Execution

1) Preparation: the contracting authority will start to think and search for the relevant information 
in order to draw up all the documents. Once this phase is completed, it will publish the 
procurement documents in order to make them public and transparent.

2) Tendering, economic operators will be able to bid for the contract.

3) Award phase the candidates are evaluated according to the selection criteria and the bids 
according to the award criteria. The winner will proceed to the next step.

4) Formalisation of the contract. An appropriate period of time is allowed between the 
determination of the successful tenderer and the formalisation of the contract, so that any 
economic operator wishing to appeal may do so at that time.

5) Execution of the contract, i.e. the performance by the contractor of the activities arising from 
the contract, will begin. [6]

[6] Public procurement guidelines for goods and services ( OGP, 2019)
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e-Procurement

- The EU has decided to undertake a thorough rethinking of the public procurement process

with procurement digitalisation. This goes beyond simply moving to electronic tools; it

rethinks various pre-award and post-award phases with the aim to make them simpler for

businesses to participate in and for the public sector to manage. It also allows for the

integration of data-based approaches at various stages of the procurement process. [7]

- According to the new EU Directives on public procurement since 2018 all tender

submissions will have to be done electronically. Thus, e-Procurement would significantly

simplify the way procurement is conducted and deliver better procurement outcomes by

stimulating greater competition across the Single Market. [8]

 More info:

 https://ec.europa.eu/growth/single-market/public-procurement/digital-
procurement_en

[7] Systems and e-Procurement – Improving Access and Transparency of Public Procurement (European Parliament, 2018)
[8] Public e-procurement tools in European Union (Nierówności Społeczne a Wzrost Gospodarczy, 2019)

https://ec.europa.eu/growth/single-market/public-procurement/digital-procurement_en
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PUBLIC PROCUREMENT

Covered by the procurement directives

Contracts exceeding the threshold values 

Not covered by the procurement 
directives

• Contracts below threshold values
• Contracts excluded from the scope 

of the directive
• Contracts covered by exemption 

rules [9]

Ordinary procurement
Innovation procurement Ordinary 

procurementBuying the results of R&D Buying the R&D process

• Open procedure

• Restricted procedure

• Competitive procedure 

with negotiation

• Competitive dialogue

Public Procurement of 
innovative solutions (PPI)
All procedures to the left can 
be used for PPI, but with a 
special focus on innovative 
elements (contract object, 
specifications, award criteria 
etc.) that enhance the chances 
of obtaining innovative 
solutions developed by the 
marked – e.g. solutions newly 
arrived on the market

Innovation 
partnership

Pre-Commercial 
Procurement 
(PCP)

(procurement of 
R&D services)

(Exemption rule 
on R&D services)

[9] Public Procurement & Government Contracts ( Chambers Global practice guides, 2021)



One-stage procurement process which covers exclusion 
grounds, selection criteria and award criteria.Open procedure

Any supplier wishing to become a candidate may request to 
participate and whereby only those qualified candidates invited 
by the contracting authority may submit a tender. [10]

Restricted procedure

This procedure lets you clarify bids with bidders after their 
submission of fully formed initial tenders. You should use this 
procedure If you are unable to define how to meet your needs 
technically and/or you cannot specify the legal or financial 
requirements of your contract.

Competitive procedure 
with negotiation

Allows tenderers to submit initial solutions after being 
successful at the selection stage. It allows you to negotiate 
proposed solutions with bidders.

Competitive dialogue

Ordinary procurement definitions

[10] Types of public tendering procedures (European Commission, 2021)



The contracting authority describes its need, and procure businesses 
and researchers to develop innovative products, services or processes to 
meet the need.

Pre-commercial 
procurement (PCP)

Any supplier wishing to become a candidate may request to participate 
and whereby only those qualified candidates invited by the contracting 
authority may submit a tender.

Public procurement of 
innovative solutions (PPI)

Procurement procedure specifically designed to combine the initial R&D 
process (which we could link to the PCP) and the procurement of the 
final solution in a single contract (linked to the PPI) [11]

Innovation partnership

Procedures to acquire innovation

[11] Participating in public tenders: rules and procedures (Serwis Rzeczypospolitej Polskiej)
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• Section I: Contracting authority

• Section II: Object 

• Section III: Legal, economic, financial and technical information

• Section IV: Procedure

• Section VI: Complementary information

What information appears in a public tender? 



• Section I: Contracting authority

1) Name and addresses

2) Information about joint procurement

3) Communication 

4) Type of the contracting authority 

5) Main activity [12]

• Section II: Object 

• Section III: Legal, economic, financial and technical information

• Section IV: Procedure

• Section VI: Complementary information

Essential information published (I):

[12] Public tendering rules (European Commission, 2021)



• Section I: Contracting authority

• Section II: Object 

1) Scope of the procurement
a) Title

b) Main CPV code

c) Type of contract

d) Short description

e) Estimated total value 

f) Information about lots

2) Description
a) Title

b) Additional CPV code(s)

c) Place of performance

d) Description of the procurement

e) Award criteria

f) Estimated value

g) Duration of the contract, framework agreement or dynamic purchasing system

h) Information about variants/ options/ electronic catalogues/ European Union funds / Additional 

information

• Section III: Legal, economic, financial and technical information

• Section IV: Procedure

• Section VI: Complementary information

Essential information published (II):
Pay particular attention to any due dates and 
submission details to ensure that you have enough time 
to put together a high-quality response, and that you 
submit it before the deadline to the correct place and in 
the correct format.

Read the requirements carefully to 
ensure you understand exactly what the buyer needs, 
and can meet those needs. Have you identified 
what challenges they’re facing? Can you deliver 
everything described in the scope of works? [13]

Look for which criteria is weighted most heavily or has 
the highest scoring, as this is the criteria the buyer has 
deemed most important, so you should spend more 
time and effort on these sections when writing your 
tender response.

[13] Public procurement: Submission of tenders (Gobierno de España, 2021)



• Section I: Contracting authority

• Section II: Object 

• Section III: Legal, economic, financial and technical information

1. Conditions for participation
a) Suitability to pursue the professional activity, including requirements relating to 

enrolment on professional or trade registers

b) Economic and financial standing

c) Technical and professional ability

d) Information about reserved contracts 

2. Conditions related to the contract
a) Contract performance conditions

b) Information about staff responsible for the performance of the contract

• Section IV: Procedure

• Section VI: Complementary information

Essential information published (III):

Compliance is key - make sure you answer 
every question (even if it’s not compulsory!) and provide all 
the information requested so that you’re not 
disqualified on a technicality. [14] 

[14] Funding & tender opportunities ( European Commision)



• Section I: Contracting authority

• Section II: Object 

• Section III: Legal, economic, financial and technical information

• Section IV: Procedure

1. Description

a) Type of procedure

b) Information about a framework agreement or a dynamic purchasing system

c) Information about reduction of the number of solutions or tenders during negotiation 

or dialogue

d) Information about electronic auction

e) Information about the Government Procurement Agreement (GPA)

2. Administrative information

a) Previous publication concerning this procedure

b) Time limit for receipt of tenders or requests to participate

c) Estimated date of dispatch of invitations to tender or to participate to selected 

candidates

d) Languages in which tenders or requests to participate may be submitted

e) Minimum time frame during which the tenderer must maintain the tender

f) Conditions for opening of tenders

• Section VI: Complementary information

Essential information published (IV):

While these documents can be left until last, it’s still 
crucial that you read all the fine print and understand it 
thoroughly. Ensure that any relevant business 
stakeholders also read and sign the documents, and 
if you need more clarity on anything, don’t be afraid to 
seek assistance, either from the buyer or legal 
counsel. [15]

[15] The Funding & tenders Portal for beginners (European Commision, 2021)



• Section I: Contracting authority

• Section II: Object 

• Section III: Legal, economic, financial and technical information

• Section IV: Procedure

• Section VI: Complementary information

1. Information about recurrence

2. Information about electronic workflows

3. Additional information

4. Procedures for review

a) Review body [12]

b) Body responsible for mediation procedures

c) Review procedure

d) Service from which information about the review procedure may be 

obtained

e) Date of dispatch of this notice

Essential information published (V):

[12] Public tendering rules (European Commission, 2021)
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Tips to prepare a proposal (I)
Differences between private and public tendering 

A public tender is 100 % based on the tender conditions, the technical specifications and the 
contract:

- Never rely on you being able to deviate from those conditions

- Only possible to deviate via questions to the contracting authority, in writing or during 
negotiations [16]

- Only deviations if the contracting authority deems it to be legally viable – and if so – in full 
transparency as regards all tenderers

Focus on the award criteria and the evaluation model

The weight of each criterion must determine where to put the most weight in your proposal

Formal requirements and deviations

Not meeting formal requirements or minimum requirements, or making deviations from 
requirements or contract terms, may lead to the exclusion of your proposal!

[16] EU Funding & Tenders (EU Funding Programmes 2021-2027)



A well-written proposal is a winning proposal

- Be meticulous with your proposal and the descriptions of how to fulfil qualitative requirements

- A description in only a few lines on how a complex service organisation works and how 
complaints are processed, rarely archive a good evaluation

- You have to take in consideration that your proposal must be readable for also non-
professionals within the field of topic 

Tips to prepare a proposal (II)

Typical errors are…

• Short and esoteric description of complex topics.

• Use of abstruse technical language, e.g. using a lot of abbreviations.

• Unstructured descriptions of how to fulfil requirements, with no or ‘dead’ 
references.

• Using old proposals referring to irrelevant elements.



How to prepare requested documentation

Documentation may be divided into four main categories:

1. The European 
Single 

Procurement 
Document (ESPD)

2. Final 
documentation of 
information stated 

in the ESPD

3. Documentation 
of compliance with 

contractual 
obligations

4. Self-cleaning 
documentation 



- Must be uploaded with the request for participation or tender (if open procedure).

- Contain checkboxes for exclusion grounds and free text fields for selection criteria. [17]

- Documentation for not being subject to exclusion grounds, for economic and financial 
standing, and for ttechnical ability.

- Always check at the very start of a procedure which documentation is required and how to 
provide it; and not least, the time it will takes you to provide it!

1. The European Single Procurement Document (ESPD)

2. Final documentation of information stated in the ESPD

[17] Everything You Need To Know About Writing The Winning Bid Proposal (Tendersinfo Blogs 2021)

https://www.tendersinfo.com/blogs/


Examples:

- Documentation of a certain quality, e.g. reaching a certain offered level of performance or 
quality

- Labels (e.g. eco-labels, third part certifications etc.)

- Authorisations (e.g. physicians, welders, security staff)

- Test reports (internal or external, e.g. crash tested machines)

If a candidate or bidder are subject to an exclusion ground must prove that:

a) the bidder has actively collaborated with the investigating authorities and

b) taken concrete technical, organisational and personal measures to prevent further 
criminal offences or misconduct. 

This is a complex documentation that needs to be prepared in time.

3. Documentation of compliance with contractual obligations

4. Self-cleaning documentation 
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Tenders Electronic Daily (TED) 
• The TED constitute a central European tender platform of contract opportunities in 

Europe, comprising all contracts in Europe above the thresholds.

• All public contracts above the EU tender threshold values must be published in the 

Tenders Electronic Daily (TED) → https://ted.Europa.eu [18]

• The TED also contain prior information notices (PINs) of forthcoming  tenders.

Browsing the TED and setting up automatic alerts:

• Go to “Advanced search”: search criteria could be CPV-codes, free text search, country 
of buyer etc.

• The TED includes a personal search engine robot to be configurated individually 
according to your preferences.

• For setting up a search profile you need to create a profile in the TED to set up a 
search profile. 

• You can add alerts by email or RSS feeds.

[18] Search and bid for a public contract (European Commission, 2020)

https://ted.europa.eu/


Tenders not covered by the EU directives 
• Contracts valued below the EU threshold value, including contracts with certain cross-

border interests, are usually published on national portals [19]

• Example of national procurement portals:

Country Platform Link

Bulgaria Портал за обществени поръчки https://www2.aop.bg/en/home

Slovenia Úrad pre verejné obstarávanie https://www.uvo.gov.sk/

Poland e-Zamówienia https://ezamowienia.gov.pl/en/

Italy acquist in rete PA https://www.acquistinretepa.it/opencms/opencms/index.html

Belgium E-procurement platform https://my.publicprocurement.be/um/home.action

Spain Platforma de contratación https://contrataciondelestado.es/wps/portal/plataforma

[19] Public procurement in EU countries ( European Commision, 2021)

https://ezamowienia.gov.pl/en/
https://my.publicprocurement.be/um/home.action
https://contrataciondelestado.es/wps/portal/plataforma
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