
How to respond to 
an invitation to tender (ITT)
A guide to help you with ITTs.



N no-reply@bloom.services
To: You

Dear Supplier,

Bloom invites you to participate in the following ITT - Invitation to Tender on Pro-
Vide 2.0.

Type : ITT - Invitation to Tender
Code: itt_l092
Title: NEPRO - LB441
Project code: project_1844
Project title: NEPRO - LB441

IMPORTANT
In order to participate in the ITT - Invitation to Tender you must now create and 
submit a response to the Buyer.

How to respond to an 
invitation to tender

When you are invited to respond to an ITT, you 
will receive an email to inform you of this. The 
email will include the name of the project and 
also the deadline.

When you login to Pro-Vide 2.0, you can see any 
ITTs that are awaiting your response from the Main 
Dashboard. There is also a countdown timer next to 
the ITT to show how long you have left to respond.

If you click into the ITT, you will automatically be 
directed to the response form.
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How to respond to an 
invitation to tender

Across the top of the page, you will have a bar to say you have unread attachments, 
these include any guidance notes to help you respond to the ITT.

There are also two buttons, one for you to Decline to Respond, if you chose not to respond you 
will be given a selection of auto responses as to why you wouldn’t like to take part, you can 
also add any additional notes if needed. There is a button to Intend to Respond, you can press 
this button if you would like to respond and continue with the process, or if you would like to 
respond at a later time.

Once you press the Intend to Respond button, you will be asked if you would like the response 
type to be: My Organisation, or Consortium. At the moment we only use My Organisation so 
please select that. Consortium is something that can be used in future releases.

If there are any questions, or you need clarification on any questions, it is possible to message 
through Pro-Vide 2.0 If you are unsure on how to do this, please follow the Supplier Guide 
How to Submit clarification questions this can be found on our website, under the Supplier 
Resource’s page:
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Visit the Supplier Resourses Page

https://bloom.services/supplier-resources/


How to respond to an 
invitation to tender

Each ITT is split in to separate envelopes, the QUALIFICATION, TECHNICAL and COMMERICAL.

The QUALIFICATION is a pass/fail section, so you must meet the minimum requirements to be able to progress to the next envelope, 
the responses in this envelope will auto populate from your Supplier Profile, which was completed at the time of registration.

You can however click the pencil icon to edit any questions as required. For instance if you have updated your Professional Indemnity 
insurance limit, you can re upload your documentation in the QUALIFICATION envelope. This response will pull the updated response 
into your Supplier profile, and it will be used for any future ITTs. 

Ensure all questions are completed within the QUALIFICATION envelope. Once you have completed the responses, click save and 
move down to the TECHNICAL envelope.
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How to respond to an 
invitation to tender

The TECHNICAL envelope includes the quality questions that have been defined in the ITT to establish the 
credentials, experience and / or approach to the delivery of the requirement. You should respond to these 
questions as completely and comprehensively as you can.

Click the pencil icon to enter edit mode and complete each question. Some require attachments, which can be 
uploaded within the responses.

Ensure all questions are completed within the TECHNICAL envelope. Once you have completed the responses, 
click save. Move down to the COMMERCIAL envelope.
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How to respond to an 
invitation to tender

The COMMERCIAL envelope includes the commercial responses to the payment schedule as outlined by the 
statement of work.  There are two sections to this, with the first section being for information and reporting only 
and the second section providing the value expected to be invoiced at each payment schedule being used as the 
basis of the scoring.

Click the pencil icon to edit and complete the questions.  
Ensure you input the price for each schedule and input any expenses to be included. Please note the Planned 
Payment Request Submission date within the Payment Schedule must be in the date format of DD/MM/YY.  
Once all responses are completed, press save. If awarded this envelope will form the Work Order.
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How to respond to an 
invitation to tender

Now that all of the questions within the ITT have been answered, click Submit Responses in the top right corner of 
the page. This is a very important step, if you do not press this button, Bloom cannot see your response and you 
may not be included within the evaluation process.

You have now successfully submitted your ITT response. Once the ITT has closed and the deadline has passed, 
Bloom and the Buyer will evaluate all Supplier responses. If successful Bloom will be in touch to confirm the next 
steps. If unsuccessful, you will be emailed with reasoning on why.
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Submit Response

Submit Response
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