AMPLIFA PROCUREMENT GLOSSARY

Bid opening: process, principles and practice
In industrial procurement

Bid opening is the formal step in which bids received in response to a request for proposal are
opened after expiry of the bid deadline and made visible for the first time. It marks the transition
from the anonymous bidding phase to the evaluative phase of the procurement process. In practice,
a well-executed bid opening determines the legal certainty of the entire award process and the
comparability of bids.

Key facts

* Bid opening takes place only after expiry of the bid deadline; premature opening can invalidate
tenders.

« Under public procurement law, opening is often regulated as a formal session; in private
procurement, the four-eyes principle is the standard.

* The aim is complete, traceable documentation of all bids at the time of opening.

« After opening, the technical and commercial review typically follows, then negotiation management.

« Digital e-procurement and tender management platforms automate opening, protocol recording and
forwarding.

« Bidder queries and clarification requests should largely be resolved before the bid opening.

Definition: bid opening

Bid opening is the documented process in which sealed or previously confidential bids are opened after
expiry of the bid deadline. It includes establishing which bids arrived on time, recording the bidder,
prices and key data, and documenting the opening procedure. It is thus the first verifiable decision point
between the request for proposal and the contract award.

Distinction from bid evaluation

Bid opening is purely formal: it merely establishes what has been received, without any evaluation
taking place. The evaluation — technical, commercial and, later within the framework of technical invoice
verification, also on the invoicing side — begins afterwards. In structured processes, opening and
evaluation are deliberately separated to ensure traceability and the confidentiality of the evaluation
criteria. This separation makes it easier to demonstrate, when bidders raise queries later, that there was
no unauthorised access to third parties’ bids and no bias.

Opening in the public and private context

Under public procurement law, bid opening is frequently a formal session with a protocol at which
bidders or their representatives may be present; the key evaluation criteria often have to be disclosed at
that point. In private B2B procurement, no comparable statutory provisions apply, yet comparable
principles have become established: a fixed opening date, the presence of at least two persons and a
written opening protocol. For suppliers, it is relevant that private tenders often proceed with similar rigour
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in substance to public-authority procedures.

Legal framework at a glance

Public contracting authorities are subject to the applicable procurement regulations governing the form,
timing and recording of the opening; details must be examined case by case and depending on the
threshold value. In private tenders, the conditions of the request for proposal determine whether and
how bids may be opened. Key legal risks — such as claims by rejected bidders or disputes over lateness
— can be reduced through clear procedural rules in the tender documents. Tax and contractual
consequences of individual formulations should be reviewed legally where order values are high.

Methods and approach for bid opening

A clean process reduces the potential for dispute and accelerates the downstream evaluation. The
following procedure has proven itself in practice and can be implemented both manually and digitally.

Preparation before opening

Before the deadline expires, all bids received must be recorded unopened, with time of receipt and — for
physical documents — a file reference. Bidder queries and clarification documents should be completed
and communicated to all bidders. The evaluation criteria and their weighting must be finalised by this
point at the latest and may no longer be changed. The composition of the evaluation team and the
allocation of roles are also defined in advance; this makes later coordination with negotiation
management and order approval easier.

Procedure at the opening session

At the opening session, the team first checks whether bids have arrived on time and complete. They are
then opened — physically or in the system — and the key details recorded: bidder, total price, delivery
date, term, deviations from the specifications and reservations. A second participant checks against the
protocol; this four-eyes principle is the most important safeguard against subsequent allegations of
manipulation. Unclear or incomplete bids are noted but not verbally ‘rescued'.

Protocol recording and documentation

The opening protocol documents the time, place, participants, opened bids with key details and any
findings such as lateness or grounds for exclusion. It serves as the basis for the subsequent evaluation,
for internal approvals and for possible review proceedings. In digital systems, the protocol is generated
largely automatically through timestamps and access log data. Records are typically retained beyond
the contract term; the specific retention periods must be examined depending on company and
jurisdiction.

Key KPIs and quality characteristics of bid opening

Bid opening itself is a brief process, yet its quality directly affects metrics across the entire procurement
process. It is measured above all through reliability, cycle time and full exploitation of bidder competition.

Process and schedule adherence

The key metric is the proportion of tenders opened on time — in well-organised procurement
organisations practically 100 per cent. Added to this is the cycle time from deadline expiry to completed
evaluation: in practice often a few days to two weeks depending on complexity. Delays between opening
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and evaluation demonstrably lead to bidder queries, validity problems and, in the public sector, to review
proceedings. Those who systematically capture these metrics also identify bottlenecks in procurement
staffing capacity.

Bidder participation and bid quality

The number of bids received on time per request for proposal shows how attractive and clear the tender
was. Included here is the proportion of complete, reservation-free bids: high rates of reservations or
clarification requests indicate unclear specifications — a matter of commodity group management and
RFQ specification. Typically, three to five comparable bids are considered the competition-promoting
minimum for standard materials. For system or small-series production components, fewer but deeper
bids are usually realistic.

Degree of digitalisation

The proportion of digitally submitted and automatically documented bids shows the procurement
maturity level of the organisation. A high degree of digitalisation reduces data-entry errors, accelerates
the evaluation and makes the process audit-proof. What matters is not the technology alone but its
consistent application: a system adds little value if bids arrive in parallel by email and are opened
outside the system.

Risks and controls surrounding bid opening

Errors at the opening stage are difficult to remedy: subsequent corrections appear suspicious to bidders
and auditors alike. The key risks and countermeasures at a glance.

Late and premature opening

Premature opening breaches confidentiality and, in the public sector, can render the award invalid; late
opening without a documented reason undermines traceability. Controls include unambiguous deadline
definitions including time zone and submission channels in the request for proposal, automatic
access-blocking logic in the system, and an escalation route for borderline cases, such as technical
transmission problems on the bidder's side. Findings on borderline cases must be included in the
protocol without fail.

Confidentiality and conflicts of interest

Anyone with access to bid content before opening jeopardises competition — a cyber incident at a
supplier or one's own service provider can additionally compromise confidential cost data. Controls:
role-based access rights, encryption, separate systems for bid receipt and bid evaluation, and
conflict-of-interest declarations from all participants. The question of whether internal stakeholders have
links to bidders should also be briefly examined; this is part of robust supplier lifecycle management.

Clarification requests and incomplete bids

After opening, there is often a desire to request missing information. As a general rule, material defects
in a bid cannot be cured, and subsequent price negotiations with individual bidders jeopardise equal
treatment. The clean approach is to document incompleteness, exclude the bid where necessary and —
if required — reissue the request or hold a formal clarification round for all bidders. Critical cases are
subjected to a further legal review before order approval, also with regard to later warranty claims
arising from an unsound contractual basis.
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Bid opening in the digital and strategic procurement context

Bid opening is not an isolated act but a junction in the source-to-pay (S2P) process and a lever for
strategic procurement objectives.

Integration into source-to-pay (S2P)

In end-to-end source-to-pay (S2P) processes, bid receipt takes place in a secure area; the system locks
content until the deadline expires and automatically generates a protocol and comparison table upon
opening. The evaluation results feed directly into negotiation preparation and subsequently into ordering
and technical invoice verification. This creates an unbroken data chain from request to payment — an
important basis for cost analyses and for supply chain due diligence legislation, which increasingly
requires documentation along the supply chain.

Strategic value and market model

Opening and evaluation data are raw material for a commodity group's market model: who offers at what
prices, with what capacities and reservations? These insights feed into negotiation management, into
index and exchange-rate fixing clauses and into supplier selection decisions, extending to formats such
as supplier awards or a structured annual review with strategic partners. The same applies to joint
development manufacturing (JDM) projects: the open, documented phase after the opening shows early
which partner is technically and economically viable.

Current developments

Three trends are shaping bid opening. First: e-auctions and dynamic purchasing procedures shift the
focus from a one-off opening to continuous transparency on bid statuses — with clear rules on what
bidders may see and when. Second: Al-supported analyses automatically compare bids against
specifications, for example packaging regulations or a restricted substances list (RSL). Third: evidence
and compliance requirements — from supply chain due diligence legislation to cyber requirements for
bidders — are making the opening and evaluation phase more data-intensive than a few years ago.

Typical metrics

Tenders opened on time: > 99%
Practically every tender must be opened on schedule; deviations require documentation.

Cycle time from opening to end of evaluation: 5-15 working days
Typical benchmark depending on the complexity of the commodity group.

Complete bids per request: > 80%
Low rates indicate unclear specifications in the request for proposal.

Openings recorded digitally: > 70%
Indicator of the procurement maturity level of the procurement organisation.

Practical example

A mid-sized mechanical engineering company tenders sheet-metal components for small-series
production over 14 months. Previously, buyers opened bids individually by email, which led to unequal
follow-up queries and bidder frustration. The company switches its tender management to a structured
request for proposal with a standardised opening protocol.

Amplifa Marketplace - Procurement glossary amplifa-marketplace.com/en/glossary/angebotsoeffnung



+ Bid receipt exclusively via a portal with automatic deadline enforcement and access-blocking logic

« Opening by two persons with a standardised protocol including a deviation list

» Evaluation according to criteria fixed in advance, followed by structured negotiation management
with the top three bidders

« Exchange-rate fixing and raw-material index clauses in the comparison table as binding bid content

Conclusion

Bid opening may appear unremarkable, but it is the legal and organisational hinge between tendering
and award. Those who regulate deadlines, protocol recording and access rights properly protect
competition and ensure the traceability of later decisions. In private procurement, adopting proven
principles of public procurement law pays off even without a statutory obligation. Digitalised processes
significantly reduce the effort involved and provide data for the market model and supplier strategy. In
the end, both sides benefit: buyers through audit-proof procedures, bidders through fair and predictable
competition.

Frequently asked questions

What is bid opening?

Bid opening is the formal, documented process in which bids received after the expiry of the bid
deadline are opened and their key details recorded. It includes establishing that submissions arrived on
time, an opening protocol and handover for evaluation. Only then do evaluation and negotiation begin.

When may bids be opened?

In principle, only after the bid deadline has expired; premature opening can distort competition and,
under public procurement law, may render the award invalid. The decisive factor is the deadline defined
in the request for proposal, including time and submission channel. Borderline cases such as late
submissions must be documented and treated consistently.

Must bid opening be recorded in a protocol?

Under public procurement law a protocol is frequently mandatory, and in private procurement it is
advisable in every case. The protocol records the time, participants, the opened bids with their key
details and any findings on defects. It provides protection in the event of later queries, review
proceedings or internal approvals.

May bidders be present at the bid opening?

In public tenders, bidder attendance is provided for or possible depending on the procedure; the rules
follow the applicable procurement regulations. In private B2B procurement, attendance is unusual,
bidders typically receive confirmation of receipt and later notification of the outcome. Transparency here
is created rather through structured feedback processes.

What happens after the bid opening?

What follows is the completeness check, the technical and commercial evaluation and, in most cases, a
negotiation round with selected bidders. This is followed by supplier selection, order approval and
contract award. Later, operational topics such as technical invoice verification and supplier evaluation
come into play.
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What applies to late bids?

Late bids must generally be excluded, as accepting them would violate the equal treatment principle.
Exceptions are conceivable only where transmission problems were demonstrably caused by the buyer
and must be strictly documented. In case of doubt, a legal review of the individual case decides.
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