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Registering

Go onto the public contracts website at 
www.publiccontractscscotland.gov.uk and click on the ‘register’ button

http://www.publiccontractscscotland.gov.uk/


Registration Details
Insert the details requested to register your company/organisation



Subscription List
The subscription list gives you access to various areas of the procurement 
site. Robertson Acom have subscribed to the general site and to notice 
alerts. This is free.



Company Profile

Fill in with information about your company including the 
geographical area within which you want to work.



Alert Profile
This area is important as it determines which contracts will be flagged up on the 
support@publicontractsscotland.gov.uk notice alerts service which should arrive 
daily in your emails. Look through the products and choose any which relate to 
your business – choose more rather than less. Also fill in the geographical locations 
that cover the area within which you want to work.

mailto:support@publicontractsscotland.gov.uk


Supplier Finder Profile Details

This section allows you to put in general information about your company 
including a description of what your company does. There is also an area at the 
bottom where you insert keywords relating to your company. Think carefully 
about this as these words will be used to identify suitable contracts.



Finding a contract
Once you have located a contract that ties in with your business check the notice 
details. Pay particular attention to any requirements e.g. in this contract for the 
provision of a high vacuum line mass spectrometer with eximer laser they are 
looking for a minimum of product liability insurance of not less than £5m, employers 
liability of £5m and public liability of £5m. They are also looking for your financial 
turnover for the last 2 years. 



Recording Interest and downloading 
documents

 When you have identified a 
contract you would like to tender 
for you need to record your 
interest. This will allow you to see 
all the documentation which 
needs to be read and completed. 

 Download all the documents 
listed and put them into a folder 
on your computer

 Some documents may need to be 
downloaded, printed off, filled in, 
scanned and uploaded in a 
specific part of the tender. 



Weighting of Contracts

 Price – try and make this as 
competitive as possible 
especially if the weighting is 
60%, 70% or above for price

 All the other aspects which need 
to be completed if done well 
could make the difference 
between success and failure if 
you and another contractor are 
close on pricing

In the contract for the laser the weighting of the contract is 75% technical, 5% for 
delivery, installation and acceptance and only 20% for price. This shows that the buyer 
has placed a great deal of emphasis on the technical aspect of the contract rather 
than the price. 
In many of the contracts we have applied for the weighting is very much on price. One 
of the last tenders for which we applied and were successful, the weighting was 60% 
price, 15% methodology and approach, 5% reporting, 5% working within an occupied 
building, 10% community benefits – outcome menu and methodology and 5% fair work 
practices.



Tips for completing tenders
 1. Make sure your company is capable of 

fulfilling the requirements of the contract. 
Check if there is specific criteria requiredany
criteria, eg insurance minimums, health and 
safety accreditations like membership to CHAS 
or Constructionline or UKAS. Do this before 
completing anything else as you may find 
there is an essential requirement within the 
tender that necessitates your withdrawal from 
the tender process.

 2. If you have read over everything and know 
you can fulfil all the relevant criteria, download 
all documentation and read carefully, 
especially the ‘Invitation to Tender’ and ‘Scope 
of Works’.  Highlight any aspects you deem 
important as this will help when filling in the 
‘Methodology and Approach,’ ‘Reporting,’ 
‘Community Benefits’ and any other areas 
requested. 

 3. The submission date for any tender is of 
crucial importance. Make sure that you 
display this date clearly for all those 
involved in the process to see.

 4. The pricing aspect (Bill of Quantities-
Commercial Response) of many tenders is 
not time consuming but the other 
aspects, the Qualification and Technical 
Response sections can take some time.  
Always ensure you start the completion of 
these straight away. 

 5. When completing the more involved 
areas such as Methodology and Approach, 
read the question set by the buyer 
carefully, making sure you include some of 
the terminology used within the actual 
question/statement. Check to see 
whether the tender requirements require 
a specific font, size and number of pages. 
Once finished re-read for accuracy. 



Even more tips

 5. If there are any parts of the tender you are unsure of 
there is a message board within the PCS Tender where 
you can ask a question and the buyer should reply with 
an answer. This usually closes a week before the tender 
submission date . Make sure you put this date in your 
diary

 6. Once you are happy that all the documents have 
been signed, dated and uploaded please check over 
everything.  (At the top of the initial tender page it 
should tell you whether there are any missing 
responses or not).

 7. When you are sure all documents have been added 
then get a colleague to double check. Often we don’t 
see our own mistakes and it takes another pair of eyes 
to see this.

 8. Finally press that button to submit, and good luck!

 9. You will receive an email from Public Contracts 
confirming that your submission has been received 
along with notification on the actual Public Contracts 
website. (Take a screenshot of this to prove it has been 
submitted).



Questions?

Starting out on the procurement journey is a 
daunting task. Robertson Acom are a small family 
run business who have over time managed to 
embrace the tendering process while striving to 
better understand its demands.
In situations where we have been unsuccessful we 
have always made a point of requesting 
comprehensive feedback.  The advice received is 
taken on board with a view to improving our 
performance when completing the next tender.
The opportunities for your business are out there. It 
s for you to take that initial step onto the ladder and 
start climbing. It won’t always be easy but with hard 
work and perseverance the sky’s the limit.
Any questions?

Jackie and Carolyn of Robertson Acom Ltd thank you for listening


