Template for a market dialogue Invitation
This template can be used for an invitation to a market dialogue. In the template we have made suggestions for content and formulations that can be adopted and used. Content that needs to be added by each user respectively is in bold. Suggested formulations are written in regular font. Instructions will appear in italics. 
It is important to remember that an invitation will need to be tailored to your project, your needs and the context and specifications of your organisation. 


Invitation to market dialogue
This market dialogue invitation is issued on the basis of Prior Information Notice no. [if applicable]. The document provides a more detailed explanation of [short procurement description] as the objective of the market dialogue.
Short presentation of the organisation
[Standard presentation of your organisation]
Background to the procurement 
· Describe the context of the procurement, consider including elements such as
· The broader context of the sector
· The background of the need to procure a solution and the most important events leading up to the current situation
· The geographical and organisational contexts in which the chosen solution is to be used
· Describe the solutions considering how you deal with the issue today
· Describe which factors have led to the decision to run this procurement process
Description of the needs to be addressed
· [The results of the needs assessment should be presented here]
Market dialogue purpose and tender plan 
The purpose of the market dialogue is to support [the organisation] in the preparation of an overall tender strategy for the [short procurement description] in order to be compliant with the legal demands of [state the relevant procurement provision].
Following this market dialogue, we may initiate other specific market dialogues if deemed necessary to prepare specific tender strategies. We will initiate one or several tender procedures based on this market dialogue. The first tender is expected to be announced [expected dates]. 
1. 
2. 
3. 
4. 
Market dialogue objectives 
The objectives of this market dialogue are as follows (keep what you find relevant and include other elements if needed):
· To inform the market about [the organisation] plans to procure [short procurement description]
· To explore what services and solutions are available in the market and what solutions are likely to become available. 
· To collect input on what is the best tender strategy for the procurement and [list of elements you would like to explore in the dialogue] 
· To understand which solutions and suppliers exist in the current market and understand in what combinations (bundles) solutions are offered in tender procedures. Following the market dialogue [the organisation] may plan the tenders as we find appropriate, in which suppliers may participate. 
· [Insert other objectives as appropriate]
[bookmark: _Toc478640138]Questionnaire and participation in the dialogue meetings 
The questionnaire can be used to obtain relevant information for the dialogue such as: 
· geographical location
· which dialogue sessions they would like to participate in
· number of participants
· website address
To participate in the market dialogue, the respondent is required to submit a response to the questionnaire attached to this market dialogue document [remember to include it]
The response to the questionnaire should be in English and should be submitted to:
[email] no later than [date]. 
Suppliers are not required to support all requested capabilities. We aim to find the best solution to obtain each capability respectively but also encourage suppliers to demonstrate how they can provide multiple capabilities. 
5. 
Dialogue activities
There will be several opportunities to participate in the market dialogue. Potential suppliers may participate in one or more of the following activities:
· [Insert your preferred dialogue activities here]
· Examples include:
· Participate in a physical or virtual dialogue conference
· Submit a written description of their solution (maximum [X] pages)
· Present their proposed solution in a one-to-one meeting (can be done virtually)
The dialogue meetings may provide an opportunity for elaborating on individual questions/answers. However, it is not expected that all questions will be addressed in detail at the meetings. 
The participation of potential bidders in the open market consultation will not affect competition in any future tender procedure. Any information which potential bidders receive during the open market consultation will be shared through the publication of relevant documents in the final tender. The competitive phase of the public procurement procedure is conducted separately after the open market consultation, and all potential bidders will be treated equally.
Prior to the meeting the respondent is required to sign a non-disclosure agreement, and we assure you that the participants’ intellectual property rights (IPRs) and trade secrets will be protected.




Example of timeframe
	Date
	Activities (examples)
	Place

	Send out invitation to market dialogue (three weeks before the dialogue conference)
	
	

	Date xx.xx.xx (one week before dialogue conference)
	Deadline for answering the questionnaire and signing up for the dialogue conference
	Virtual or physical location

	Date
	Physical dialogue conference
	

	Date
	Virtual dialogue conference
	

	Approx. two weeks after the dialogue conference
	Submitting a written description/concept note
	

	Approx. two weeks after the deadline for submitting written description/concept note
	One-to-one meetings in person or virtually
	

	Date
	Planned announcement of tender
	

	Approx. Four weeks after announcement of tender
	Deadline to bid
	




Programme for dialogue conference
	Time
	Activity

	Time schedule
	Planned activities separated by rows



List of documents
The following documents are included in this market dialogue:
· Prior Information Notice no. [X].
· Market dialogue document (this document)
· Questionnaire
· Supporting documents with background information [Based on the needs-assessment] 
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