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Checking One’s Work 

Exercise 

 

Answer at the end of this document 

 

 

Question  

During a Select Tender (Tender by invitation only), a Supplier, Paul Kennedy, 

has sent an email to a Procurement officer asking to be invited to the Tender, 

and to submit a late response. 

In response, the Procurement officer has written an email to the Supplier. The 

response reflects bad decision making on the part of the Procurement officer. 

The Procurement officer has clearly not checked his work before sending the 

email. 

 

Assess the Procurement officer’s email (below), for issues and errors, including 

incorrect names, evaluation unfairness, confidentiality, making promises, and 

numbering. 
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Supplier’s email to Procurement: 
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Procurement’s response to Supplier: 
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Answer 

 

 

 

Colour key 
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Identity issues 

1   Incorrect supplier email 
 

2   Typo in Tender number. 
 

3   Incorrect supplier name. 
 

8   Confused supplier name with project manager name. 
 

 

Probity issues 

4   Providing a confidential Tender document to a non-invited 
Supplier. 
 

 

Confidentiality issues 

5   Revealing one supplier’s pricing to another supplier. 
 
6   Revealing confidential information to a to a non-invited Supplier. 
 

 

Promising issues 

7   Showing favouritism to a supplier who isn’t even invited to the 
Tender. 
 

 

General mistakes 

• In his subject line, the Procurement officer says “Clarification”. The 
Supplier is not asking to clarify anything. The Supplier wants to be 
invited to the Tender. 

 

• The Procurement officer has confused another supplier’s 
clarification question with this supplier’s request to join the 
Tender. “Can you indicate which sites…” is a question from a 
different supplier to a different Tender. 

 
 


