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1.0:  What is an RFQ(s) 
 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 
Request for Quotation (RFQ): 

 
A Buyer may seek a request for a quotation (RFQ) from Suppliers who have registered for a 
commodity outside of a Framework or Dynamic Purchasing System on www.supplygov.ie where the 
value of the aggregate contract is less than € 25,000 for supplies and services and less than  
€50,000.00 for works.  
 
Any contracts which exceed these thresholds must be advertised on www.etenders.gov.ie.  
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2.0: How to register for RFQ(s) – Request for Quotations (Supplies, Services & Tool Hire) 
 

 

Click ‘Select’ to view the list of 
commodities under this category  

Login to your Supplygov account  
(please refer to the Supplier Guide on How to 
register as a Supplier, Log in and Forgotten Login 
Details) 
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Step 1 of 3 – Selecting Commodities –  
 

 

 

  

Step 1 of 3: Select the Commodities that you are interested 
in tendering for.  

You can update/review this list at any time. 

NOTE: The list of Commodities may periodically expand or 
change in line with Local Authority requirements.  

Once you have selected the Commodities you wish to quote 
for, click ‘Next’.  

*The screenshot is only an extract of the listing. 
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Step 2 of 3 – Selecting Local Authorities 

 

  

Step 2 of 3: Select the Local 
Authorities you wish to tender for 
and click ‘Next’. 

You can update/amend this list at 
any time. 

*The screenshot is only an extract 
of the listing. 
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Step 3 of 3:  Confirmation of Submission (Supplies, Services & Tool Hire) 
 

 Note: It is at the discretion of each individual Local Authority to 
determine the number of suppliers it wishes to invite to quote for the 
commodity. This will be dependent on each individual Local Authority’s 
procurement policies and procedures.  Click ‘Complete’ to complete 

your submission.  

Step 3 of 3: Confirm your Submission  

Click ‘View’ under ‘Commodities’ to view the list of commodities 
that you have registered an interest in. 

Click ‘View’ under the ‘Local Authorities/ Regions’ to view the 
list of Local Authorities you have selected. 
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3.0:     How can I find out which Commodities and Local Authorities I have registered an interest in?  
 
 

 

Click ‘View’ under the heading 
‘Lots/Categories’ to review 
the list of commodities that you 
have registered an interest in. 

 

List of Commodities you have registered an interest in. Click ‘View’ under the heading 
‘Contracting Authorities’ to 
review the list of Local Authorities 
you have selected. 

To view the Commodities you have selected an interest in, 
click ‘My Competitions’ tab. 
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4.0:   Viewing RFQs (Request for Quotations) 

4.1:   Viewing Request for Quotations (RFQs) 

   

This screen displays all RFQs and RFTs which you have been invited to tender for.   

RFQs are located on the left-hand side of the screen in the section called Request for Quotations (RFQs)  

RFTs are listed on the right-hand side called Request for Tenders (RFTs).   

This screen will only display the latest three RFTs or RFQs.  To view the full list, click ‘View Full List of 
RFQs/RFTs.’ 

Click on ‘My RFTs & RFQs’ to view 
your RFQ’s 
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4.2:   Searching by RFQ Reference Number 
 

  

 

To view the full details, click ‘View RFQ’. 

You will receive an email from a Local Authority if 
they ask you to quote for an RFQ.  

The email will contain an RFQ reference number 
which you will need to insert in the text box to search 
‘Search RFQs by Reference’ and click ‘Search 
RFQs’.   

The status of the RFQ will be listed to the right of the 
reference number.  

Once the closing date has passed, it will change from 
‘Open’ to ‘Under Consideration’ 

No Response means you have not submitted a 
reply/response to this RFQ 
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5.0:   Overview of an RFQ– Example 

  

Documents: 
Documents section contains any documents uploaded by the Buyer.   

These documents must be read carefully prior to responding to 
the RFQ. 

A Buyer may attach a document which they want 
completed & returned as part of your submission: 

(i) Open the document 
(ii) Save it to your own computer under a 

different name 
(iii) Complete all details and save.  You will have 

to attach this file under the ‘Suppliers 
Documents’ section which is explained in 
Section 6.2 

Summary: 
Lists the Description of RFQ, Date Published, closing date and time, 
Buyer Contact details, Expected Delivery Date and Delivery Location 
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Line Items: 
The product/type and the number of units required.  In this example the unit price is per metre. 

Some RFQs may have additional 
charges.  In this instance, Delivery 
Charge is included. 
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6.0:   Completing your RFQ Submission 

6.1:   Entering the Pricing details 
 
 

 

Enter your Unit Price depending on 
what rate is being requested, for the 
lines you wish to quote for 
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6.2:  Adding Attachments 
 

 

Step 1 - Adding Attachments 
 
Click ‘Upload File’. 
 
Locate and select the file that 
you completed and saved. 
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Step 2 - Adding Attachments 
 
Highlight/Select the file that you 
saved. 

When naming a file for 
uploading always ensure: - 

• The file name is different to 
that of the file name the Local 
Authority uploaded. 

• The file name is short and does 
not include symbols e.g. 
underscore_; comma, etc. 

Reasons that files may fail to 
attach/upload: 

• File name too long. Please 
rename the file using a shorter 
name and try attaching again.  
Avoid symbols in the file name. 

• File size too large 
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To add additional documents, 
you need to repeat Step 1. 

Step 3 - Adding Attachments 
 
The RFQ form will display the file 
name which you selected. 
 
Once you have chosen and 
added the document, an option to 
remove the document appears.  
This indicates that the document 
has been attached correctly. 
 

Once you have completed all the details 
and uploaded the required 
documentation, click ‘Proceed’ to save 
the RFQ and continue. 
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7.0:   Submitting your response 
 

 

 

Any documents which you have attached 
will appear here.  
 
Check to ensure that all documentation 
required is attached.  If you are missing a 
document, click ‘Back’ and repeat Step 1. 

Note: Your response is now in DRAFT, you 
need to scroll down to end of screen to 
proceed to submit your response. 
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When your response is submitted, a 
message appears at the top of the screen – 
‘RFQ has been successfully sent’ 

Note: To submit your RFQ response, you must CLICK ‘Send Response’  
otherwise, your submission will remain in draft and the buyer will not be able 
to view your submission. 

 
(i) Tick the box to agree that you have completed the questionnaires/ 

documentation (as appropriate). 
(ii) Tick the box to agree with Data Protection 
(iii) Click ‘Send Response.’ 
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8.0:   Confirming Response has been submitted to the Local Authority 
 
 

 

  

To confirm that the RFQ has been submitted successfully, use the search facility to locate the RFQ. 

Once successfully submitted and prior to the closing 
date, the status of the RFQ will change to  
Open I Submitted. 
 
Once the closing date has passed, the status of the 
RFQ will change from ‘Open I Submitted’ to ‘Under 
Consideration I Submitted’ 
 
If you have submitted a response prior to the closing 
date and the status of the RFQ is ‘Open I Draft’, you 
need to follow the steps in Section 6 above and 
ensure that you click ‘Send Response’ to submit your 
application. 
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9.0:   How do I change my response if I have submitted my RFQ? 
 

 

 

The following message will then appear:  

 

 

 

 

If you have submitted an RFQ and want to amend it PRIOR to the closing date/time of the RFQ, use 
the search facility outlined in Section 4.2.  When you locate the RFQ you wish to edit, click ‘View 
RFQ’. Click on ‘Reopen RFQ Submission’. 

Once you have reopened your RFQ, it is draft format and you will need to complete all steps 
as outlined in Section 6.0 and 7.0 prior to the closing date and time. Ensure your RFQ has 
been successfully resubmitted as shown in Section 8.  
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10.0:  Contact Us 
 

 
 
 
 
 

 

 

 

 

 

 

 

 
Should you have any queries, please do not hesitate to contact the SupplyGov 
Helpdesk Team. 
 

• Telephone: 076 106 4020 (Office hours: Monday to Friday, 09:00 to 17:00 
excluding Bank Holidays)  
 

• Email: eproc@kerrycoco.ie 
 


