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Supplier Workshop – The Chest & Tendering 

STAR Procurement is the shared procurement service for Stockport, Trafford and Rochdale Councils 

Using The Chest & 

Tendering to STAR 

Councils 



STAR Procurement is the shared procurement service for Stockport, Trafford and Rochdale Councils 

In this session, we will cover: 

 

1. Registering on The Chest & Accessing Opportunities 

2. STAR Procurement Website Resources 

3. Top Tips for Tendering 

4. Requests for Quotation & Invitations to Tender 
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Registering on The Chest 
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STAR Procurement is the shared procurement service for Stockport, Trafford and Rochdale Councils 
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Registering on the Chest is quick, easy and free 

On the home page of The Chest you will see the option to ‘Register FREE’ 
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This will take you to the ‘Supplier Homepage’, in the ‘New to Portal’ area select 

‘Register’ 

Here you will need to complete your Contact Information, Company Information, 

Agree/Disagree the Terms and Conditions of the website, and finally, confirm all 

input data is correct 
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Searching current 

opportunities on The Chest  
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When searching for current opportunities, you can search using the options 

below; 

 

 • Organisation 

If you are aware of an opportunity that has been advertised, there is also a 

free type search box to enable you to search the opportunity title 

• Categories 

• Key words 
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To access an opportunity, click on the blue link as indicated below. 

 

 

Once on the next screen, you will see a brief description under ‘Main 

contract details’ of the opportunity.  
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Registering an interest in an 

opportunity 
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If you are interested in finding out more information on an opportunity, you 

will be able to select ‘‘Register interest in this opportunity’  

Once you have registered your interest, the above window will update to 

show ‘Expression of interest registered’ as shown below. 
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An email will then be sent to the email address which was provided at Supplier 

Registration stage, confirming that your interest for the Advert has been 

successful. There will also be a link in the email which will take you straight in 

to the opportunity for you to view. 

Once the link has opened, you will have the option to view the tender 

documentation and ‘Start’ your tender response. 
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STAR has created a step by step guide for 

suppliers using The Chest.  It covers the 

registration process, how to find and 

access opportunities and how to submit a 

tender 

 

It can be downloaded from the STAR 

Website at: 

 

http://www.star-

procurement.gov.uk/Suppliers/Docs/Guide-

to-Supplier-Registration.pdf 
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STAR Procurement 

Website 
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www.star-
procurement.gov.uk 
 
Key Supplier Areas: 
• Home Page 
• About Us 
• Useful Links 
• Suppliers 

http://www.star-procurement.gov.uk/
http://www.star-procurement.gov.uk/
http://www.star-procurement.gov.uk/


Home page for: 

 

• Latest News 

• Twitter Alerts 

• Events Calendar 
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About Us for: 

 

• Procurement 

Strategy 

• Category 

Management 

• Structure Chart & 

Contacts 
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Useful Links for: 

 

• Access to a range 

of support and 

information to 

assist you in 

doing business 

with not only 

STAR Councils, 

but other public 

sector bodies 
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Suppliers for: 

 

• Tender FAQs 

• Glossary of Terms 

• Chest Guidance 

• Top Tips 

• Social Value 
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Top tips for tendering 
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General tips 

• Understand the scoring matrix – points make prizes! 

• Make your submission look professional … but do not spend time reformatting 
tender. documentation into your own house style. 

• Ask someone to proof read your tender response before submitting. 

• Allow plenty of time to prepare and submit your tender. 

• Ask clarification questions. 

• Don’t leave it until 10 minutes before the closing time and date to submit 
your tender response. 

• Don’t be late – late submissions will not be accepted. 

• Clearly identify any attachments and number them to correspond with the 
questions. 

• Make sure that you double check that you are submitting all of the required 
documents as part of your bid. 
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During the tender 

• Compile a list of all the things the tender is requesting. 

• Check the response timescales. 

• Check the right approvals are in place for you to bid for this work. 

• Understand what support and help you might need in order to formulate your 
tender. 

• Ensure you understand the requirements of the Specification and keep this in 
mind when answering the questions.  Read the specification … then read it again. 
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Requests for Quotation 

& 

Invitations to Tender 
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Requests for Quotation 

 

• Smaller value tenders – usually under £50,000 

• Less complicated requirements 

• Usually one document containing both the Council’s requirements and 

requesting the supplier’s responses 

• Usually a mixture of Price, Quality and Social Value 

• May ask for acceptance of a Purchase Card payment method 

• Includes all the terms and conditions and the Council’s specification 
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Invitations to Tender 

 

• Higher value tenders – usually above £50,000 

• More complicated requirements 

• Several key documents containing the Council’s requirements and requesting 

the supplier’s responses: 

• Instructions for Tendering 

• Supplier Assessment Questionnaire – national requirement 

• Tender Response Document 

• Appendices – specification, conditions of contract, price schedule etc. 

• Always a mixture of Price, Quality and Social Value 

• May ask for acceptance of a Purchase Card payment method 


