
 
 

How to Respond to RFP  

Learn the necessary steps to log into your account and navigate the portal 

to submit your technical response. This guide simplifies the process of 

locating your active RFPs and completing your submission efficiently.  

 

1. Navigate to this page by clicking on the link sent to you.  

Fill out all the required fields and click the Submit  button. 

 

Authentication  
 



 
 

2. Upon successful registration, you will be redirected to this page.  

Click on the Send OTP  button and enter the code sent to your email to access your 

account.  

 

 

 

3. Navigate to the My RFPs section on the dashboard and open the specific RFP that is 

referenced in the email you will have received.  

 

 

 

4. Click on the Download RFP  button for detailed information regarding the scope of work 

and terms of reference.  



 
 

Please note the RFP expiration countdown as indicated at the top of this section which 

shows the closing date and time for your response to this RFP. Bidders are advised to 

submit their proposals well in advance of the deadline, as the system will automati cally 

prevent submissions once the countdown reaches zero or the time elapsed.  

 

 

5. Click the tab ‘ RFP Response ’ provide your Professional Fees Only (Reimbursables and 

other expenses should be included in the detailed financial proposal) in NAIRA under 

the bid value below without putting the currency denomination (N). Please write the 

amount in full e.g 1550000 not  1.55M. 

Click on the button " Upload Technical Proposal " to upload your detailed Technical 

Proposal. Click on the " Upload Financial Proposal " button to upload detailed financial 

proposal which will contain the professional fees, r eimbursables and other expenses. 



 
 

You may provide clarifications or additional information to support your submission 

using the comment section.  

 

 

 

6. Click on the " Submit RFP " button to complete the process.  

 

 


