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EXERCISE - MODULE 4

Analysis and Improvement of Tender Documents 

Organisation of the exercise: Participants will be split into groups, and they will evaluate virtual offers that were submitted for virtual tenders of different product groups. 
The exercise is divided into three phases:
1. Analysis of the tender
2. Evaluation of the virtual offers
3. Final discussion 

Below you’ll find the “Analysis Sheet” for the Phase 1 and the “Evaluation Table”. Tender documents and offers will be distributed separately.   

ANALYSIS SHEET - PHASE 1

General Information
Tender for the supply of:
______________________________________________________________________________________________________________________________________________________________________________________________
1. Has the object of the contract been “greened”?
(i.e. environmental objectives integrated into the subject matter)
☐YES ☐ NO
NOTES: ________________________________________________________________________________________________________________________________________________________________________________

2. Are there references to sustainability criteria?
☐YES ☐NO
NOTES: ________________________________________________________________________________________________________________________________________________________________________________

3. Are the environmental objectives of the contract clearly stated?
(e.g. reduced environmental impact, use of sustainable fibres)
☐YES ☐NO
NOTES: ________________________________________________________________________________________________________________________________________________________________________________

4. Is the use of specific materials required?

☐ YES ☐NO
NOTES: ________________________________________________________________________________________________________________________________________________________________________________

5. Is the exclusion of certain materials or substances required?
☐YES ☐NO
NOTES: ________________________________________________________________________________________________________________________________________________________________________________

6. Are environmental criteria linked to production processes?
☐ YES ☐ NO
NOTES: ________________________________________________________________________________________________________________________________________________________________________________

7. Are eco labels or equivalent standards accepted as means of proof?
☐YES ☐NO
NOTES: ________________________________________________________________________________________________________________________________________________________________________________

8. Are social or ethical criteria included?
☐ YES ☐NO
NOTES: ________________________________________________________________________________________________________________________________________________________________________________

9. What award method is used?
☐ Most Economically Advantageous Tender (MEAT)
☐ Lowest price
NOTES: ______________________________________________________________________________________________________________________________________________________________________________________________

· Selection Criteria identified in the document (if relevant)
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


· Technical Specifications identified in the document
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


· Contract Performance Clauses identified in the document
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


· Award Criteria identified in the document (if applicable)
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________



EVALUATION TABLE - PHASE 2
Please use the following table to evaluate the 3 possible offers submitted to the tender. You’ll have to decide compliance / non-compliance against sustainability requirements. 

TENDER 1
OFFICE MATERIALS – COPYING PAPER
Key Sustainability Requirements 
· Recycled or sustainably sourced fibres
· High recycled content for recycled paper
· Chlorine-free bleaching
· Fitness for standard office use

EVALUATION TABLE – OFFICE PAPER

	Sustainability Criterion
	Requirement
	Offer A
	Offer B
	Offer C

	Environmental
	Recycled or certified fibres
	☐ Yes ☐ No
	☐ Yes ☐ No
	☐ Yes ☐ No

	Environmental
	≥ required recycled content
	☐ Yes ☐ No
	☐ Yes ☐ No
	☐ Yes ☐ No

	Environmental
	Chlorine-free bleaching
	☐ Yes ☐ No
	☐ Yes ☐ No
	☐ Yes ☐ No

	Environmental
	Documentation provided
	☐ Yes ☐ No
	☐ Yes ☐ No
	☐ Yes ☐ No

	Qualitative
	Suitable for printers/copiers
	☐ Yes ☐ No
	☐ Yes ☐ No
	☐ Yes ☐ No

	Qualitative
	Consistent quality guaranteed
	☐ Yes ☐ No
	☐ Yes ☐ No
	☐ Yes ☐ No



COMPLIANCE DECISION:
a. Offer A:  Compliant or not compliant? Why? ________________________________________________________________________________________________________________________________________________________________________________
b. Offer B:  Compliant or not compliant? Why? ________________________________________________________________________________________________________________________________________________________________________________
c. Offer C:  Compliant or not compliant? Why? ________________________________________________________________________________________________________________________________________________________________________________
TENDER 2
ICT EQUIPMENTS – COMPUTERS

Key Sustainability Requirements
· Energy efficiency
· Take-back and recycling of obsolete equipment
· Durability and long service life
· Responsible supply chain practices

EVALUATION TABLE – COMPUTERS

	Sustainability Criterion
	Requirement
	Offer A
	Offer B
	Offer C

	Environmental
	Energy-efficient equipment
	☐ Yes ☐ No
	☐ Yes ☐ No
	☐ Yes ☐ No

	Environmental
	Power management features
	☐ Yes ☐ No
	☐ Yes ☐ No
	☐ Yes ☐ No

	Environmental
	Take-back & recycling scheme
	☐ Yes ☐ No
	☐ Yes ☐ No
	☐ Yes ☐ No

	Social
	Responsible supply chain declared
	☐ Yes ☐ No
	☐ Yes ☐ No
	☐ Yes ☐ No

	Qualitative
	Warranty & technical support
	☐ Yes ☐ No
	☐ Yes ☐ No
	☐ Yes ☐ No

	Qualitative
	Installation & assistance included
	☐ Yes ☐ No
	☐ Yes ☐ No
	☐ Yes ☐ No



COMPLIANCE DECISION:
d. Offer A:  Compliant or not compliant? Why? ________________________________________________________________________________________________________________________________________________________________________________
e. Offer B:  Compliant or not compliant? Why? ________________________________________________________________________________________________________________________________________________________________________________
f. Offer C:  Compliant or not compliant? Why? ________________________________________________________________________________________________________________________________________________________________________________


TENDER 3
CLEANING PRODUCTS

Key Sustainability Requirements
· Use of environmentally preferable cleaning products
· Reduced hazardous substances
· Worker health & safety measures
· Quality and consistency of supply

EVALUATION TABLE – CLEANING PRODUCTS

	Sustainability Criterion
	Requirement
	Offer A
	Offer B
	Offer C

	Environmental
	Environmentally preferable products
	☐ Yes ☐ No
	☐ Yes ☐ No
	☐ Yes ☐ No

	Environmental
	Reduced hazardous substances
	☐ Yes ☐ No
	☐ Yes ☐ No
	☐ Yes ☐ No

	Environmental
	Clear product documentation
	☐ Yes ☐ No
	☐ Yes ☐ No
	☐ Yes ☐ No

	Social
	Worker health & safety respected
	☐ Yes ☐ No
	☐ Yes ☐ No
	☐ Yes ☐ No

	Qualitative
	Reliable delivery & supply
	☐ Yes ☐ No
	☐ Yes ☐ No
	☐ Yes ☐ No

	Qualitative
	Procedures for non-conformities
	☐ Yes ☐ No
	☐ Yes ☐ No
	☐ Yes ☐ No



COMPLIANCE DECISION:
a. Offer A:  Compliant or not compliant? Why? ________________________________________________________________________________________________________________________________________________________________________________
b. Offer B:  Compliant or not compliant? Why? ________________________________________________________________________________________________________________________________________________________________________________
c. Offer C:  Compliant or not compliant? Why? ________________________________________________________________________________________________________________________________________________________________________________
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