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How to Tender for a Bedford River Festival 2020 Contract via In-Tend 
 

Bedford Borough Council uses an electronic tendering portal called In-Tend.  
 
We are inviting tenders for the following contracts for the Bedford River Festival 2020: 

 Catering pitches 

 Bar pitches 

 Sweets/confectionary pitches 

 Slush pitches 
 
In order to bid for a contract for this event, you will need to register your business here via this link: 
https://in-tendhost.co.uk/bedford. 
 
This guide will show you the step-by-step process to register with In-Tend and how to submit your 
tender bid. 
 
If you are having difficulties registering, please call the In-Tend support desk on 0844 2728810. 
 
 
Tender Submission Checklist 
 

 Read our Environmental Statement for Event Suppliers, which can be downloaded here: 
________.  
 

 Register with the In-Tend portal. 
 

 Find the Invitation to Tender Project relevant to your application by _____ 
 

 Carefully read the contract specification and terms and conditions in the Invitation to 
Tender (ITT) Document. 

 
 Contact the Events Team via the Project Correspondence to arrange a site meeting if 

required, or for any other queries. 
 

 Complete and sign a copy of the ITT Document and submit via In-Tend. 
 

 Submit any other relevant documentation required for your tender submission (for example 
a method statement). 

  

https://in-tendhost.co.uk/bedford
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Registration 
 

1. Click on Register 
 

 
 

2. Enter your Company details as prompted (* fields are mandatory): 
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3. You can also add an additional point of contact at this stage. 
 
 

 
 

4. Return to top of screen and click the Business Classifications tab. 
 

 

Any correspondence and alerts will 
be sent to the email address you 
provide, so please ensure this is 
linked to a monitored inbox. 
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You can now add the business category codes relevant to your company. Doing so means 
you will be notified by the In-Tend system when new tender projects you may be interested 
in are made available. 
 
It also makes it easier for the Council to search for your business to ensure you are invited 
to Tender Projects if you miss the system’s email notification.  
 

5. Enter a keyword or click on the search button to see the full list of available 
categories. Click the blue + symbol to add a category. You can add multiple 
categories. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

6. You can also add Company Categories to define your business. To do so, click the 
Company Categories tab. 

 

 



Tendering Guide River Festival 2020 Bedford Borough Council 

5 
 

7. When you have added all the Business Classifications and Company Categories you 
require, click Register My Company. 

 
 

8. You should then receive the following two emails to confirm your registration has 
been accepted and then approved. 
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If you do not receive these automated emails, please check your junk/spam inboxes and 
then contact In-Tend Support: 0845 557 8079.  
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Using In-Tend 
 

1. Log into In-Tend here: https://in-tendhost.co.uk/bedford/aspx/Home 
 

 
 

2. Click on the Tenders tab to view tender projects. 
 

 

https://in-tendhost.co.uk/bedford/aspx/Home
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On the Current Tenders page you will see a variety of live tender projects issued by Bedford 
Borough Council. These are ‘open’ projects, meaning any business/company is able to 
express their interest and submit a tender offer. 
 

3. Click on View Details to find out more about a tender project. 
 

 
 

4. Click Express Interest to begin the tendering process. 
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Once you have expressed an interest in a project, you will see four tabs: 
 

 Tender  the basic information about the project 

 ITT Document  this is the section that contains the Invitation to Tender document 
and our contract specification 

 Correspondence  In-Tend’s messaging facility 

 History  A history of the current project’s actions and status 
 

 
Submission Process 
 

1. Click on the ITT Document tab.  
 

 
 

2. Please read the instructions at the top of the page. You will also see the deadline 
information for the project. 
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3. You can view the ITT Document file and other relevant documents provided by the 
Council here. 
You will also need to ‘Opt In’ to the project to be able to submit a tender offer (also 
known as a ‘return’).  

 

 
 

4. Once you have opted in, you will need to complete the two compulsory 
questionnaires. 
You can also see where to attach supporting documents to your submission. 
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5. To complete the questionnaires in order to progress, you will need to be able to 
answer Agree to all of the questions. You then Save Answers and Close to complete 
the questionnaires.  

 
 

6.  
7.  
8.  
9.  
10.  
11.  
12.  
13.  
14.  
15.  
16.  
17.  
18.  
19.  
20.  
21.  

 
6. Once you have completed the questionnaires and uploaded your completed ITT 

Document, plus any supporting documents, you will be able to view them on the 
screen.  
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7. Please enter the total value of your contract offer(s) excluding VAT. You can then finish the 
process by clicking Submit Return. 
 

 
 
 
 
 
 
 
 
 
You will then receive a receipt for your Return Submission. Your submission is completed! 
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Project Correspondence  
 
Bedford Borough Council uses In-Tend to ensure that tender procedures are carried out in 
line with the Council’s Procurement Strategy. 
 
Therefore there is a need to ensure any correspondence between the bidder and the 
Council forms part of an auditable trail. Using the In-Tend Correspondence facility will 
achieve this. 

 
1. Click on the Correspondence tab within the tender project you are viewing.  

 
2. To send a message to the Council’s Events Team, please click Create Correspondence. 
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3. Enter your message and add attachments if necessary. **Please do not submit your 
tender submission via Correspondence – it will automatically be disqualified from 
the process** 

 
 

Project History 
 
This page simply breaks down the actions completed thus far in the project. 
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Tender Evaluation Process 
 
The tender evaluation process will be carried out as soon as practicable after the tender 
project has closed. Until the process is complete, the Status of your submission will read 
‘Your return is being considered by us’. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Once the evaluation process has been carried out, the Events Team will upload the results 
to the tender project. You should receive a notification via email regarding the update. 
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As soon as practicable, we will contact all bidders via the In-Tend Correspondence facility to 
notify them formally of the tender outcome. This will include a formal letter for the bidders’ 
records.  
 

 
 
Individual feedback can be requested regarding the bidder’s submission, however the 
Council is not obliged to share contractual financial details with unsuccessful bidders. 


