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Counterfeit Tips : 

Stage 7- Issue ITT/ RFP

Once you have selected the companies to participate, a formal Invitation to Tender (ITT) and Request for quotation (RFQ) or request for price (RFP) is sent out to participants; items to be included are the scope of the requirement including key outcomes, a full specification and the suite of documentation developed around the business requirements. 

The ITT and RFP should include: 
· Full instructions on how to participate 

· How and to whom to submit 

· Clear timetable for the intended procurement process  highlighting key milestones for the process and also the implementation of the subsequent contract
· Clarity around how to deal with questions

· Date by which to respond or submit proposals
The IPP or RFP can be structured in the following way: 
· Vision or strategic objectives 

· Key outcomes or deliverables 

· Draft terms for the arrangement including the proposed Terms and condition (see CIPS Counterfeit prevention suggested Terms and Conditions knowledge summary) 
· Supplier map – showing the supply chain to be used and the borders they might cross 

· Quality plan ‘template’ – the proposal can ask for proposed quality plans for managing compliance and the risk of counterfeit, and also a proposal on how to manage wider non-conformance occurrences. 
· Outlines of any third party testing or laboratories to ensure materiel compliance. 

· End of life, exit, obsolescence, asset management, waste and circular economy considerations. 

Reviewing the submissions 

The submissions you receive should be reviewed in full in line with the agreed evaluation criteria. 

This is an opportunity to involve the identified stakeholders or ‘customers’ or ‘agents’ to ensure that the responses to the RFI provide you with assurance that what you have asked for and how you have approached the market have given the response you expected. 

If this is not the case, then it’s at this stage that the scope or specification can be reviewed to ensure it’s still fit for purpose. 

It’s also essential to see that any questions asked have been answered fully and if you have asked for assurances, they have been provided or confirmed to you through the submission documentation. 

Causes for concern

Missing documents can be an oversight (although this in itself could raise alarm bells as their attention to detail could reflect lack of attention to detail in conformance), and so if anything has not been submitted you will need to consider why. 
Whether you wish to exercise some flexibility and allow questions and additional submissions of information is down to your assessment of the risk or the opportunity and other implications to your tendering environment. 
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