
Section Title Subject Area Key Items that should be detailed Check

Purpose of the document

Why participant has received this document

What participant should do if not interested

Table of Contents - Table of contents

Host's Name

Host's Area of Business

Host's Size

Host's Location(s)

Host's Brand Names

Host's Website

Host's Contact Person and Contact Details

Nature of Event (e.g. Stationery requirement)

Purpose of Event

Value of Event

New or Ongoing Requirement

Market Dojo Role Explained

Participant registration

Read the Market Dojo Guides

Invitation to Event

Download ALL Documents

Message Board

Qualification Bid Requirement

Qualification Bid Deadline

Online Negotiation Event purpose

Host's Choice Explanation

Online Negotiation Event Date

Post-Event Signed Bid

Method of Post-Bidding

Post-Bid Deadline

Bid Validity Period

Process for Succesful Bidders

Document Names

Document Formats (e.g. Excel, PDF, etc.)

Brief Explanation of Each Document

Description of Lots and what is included

Lot Award basis (e.g. Individual or Grouped)

Nature of Bid per Lot  (eg Annual Value)

Rules (eg. Must bid on all items within a Lot)

Contract Duration

Contract Start Definition

Contract termination

Forecast, not Commitment

Special Allowances for Volume Fluctuation

Currency

Inco Terms

Price Format - Fixed / Variable / Index Linked

Duration of Price Format

Payment Terms (e.g. Products, Tooling)

Subject to Standard Ts & Cs

Format of Order

Frequency of Order

Lead Time Given

Buffer Stocks Required

Underwriting of Buffer Stocks

Kan-Ban, JIT, SMI Systems

Frequency of Delivery

Delivery Times

Special Delivery Requirements

Delivery Addresses

Non-Conformance Process

Packaging Details

Returnable or Disposable

Ownership of Packaging

Documentation Included with Delivery

Reporting (e.g. Key Performance Indicators)

Product Test / Approval Procedures

Required Warranties / Guarantees

Item Specific Information

Request For Participation Checklist

2.3  Qualification Bids

ABOUT:  The purpose for this checklist is to combine it with the 'Market Dojo Request for Participation Template' to enable Hosts to create a Request for 

Participation document that will supplement their Market Dojo Online Negotiation Event.  The Request for Participation document, once written by the 

Host, should be uploaded to their Event as a document for the participants to download.  Not all the below are relevant to every Event, but the majority 

should at least be considered.

2.5  Post-Event Award Process

2.0  Event Milestones

1.1  Introduction to Host

1.0  Introduction

2.2  Bid Preparation

2.4  Online Negotiation Event

2.1  Registration with Market Dojo

Executive Summary -

1.2  Introduction to the Online 

Negotiation Event

6.0  Other Information

5.0  Commercial Details

[NB:  This current list is very much based on 

manufacturing commodities.  As there are 

thousands of different commodities that could 

be in an Event, please cater this section to the 

most appropriate financially-important 

considerations you need.]

5.4  Payment Terms

-

5.2 Contract Valuation Disclaimer

5.3  Pricing Considerations

3.0  Available Documentation

5.5  Ordering Process

5.6  Provision of Stock

5.8  Packaging

5.7  Logistics

6.1  Miscellaneous

4.0  Lot Structure -

5.1  Contract Duration

Request for Participation Checklist Ver 0.3


