
Business Yield Reverse Auction Checklist

1. Define Objectives: Clearly outline the goals and objectives of the reverse
auction, including desired outcomes such as cost savings, vendor selection, or
quality improvement.

2. Select Participants: Identify and invite qualified vendors or suppliers to
participate in the auction based on predetermined criteria such as expertise,
reputation, and capacity to meet requirements.

3. Set Clear Specifications: Provide detailed specifications and requirements for
the goods or services being procured to ensure all participants have a clear
understanding of what is being sought.

4. Establish Rules and Guidelines: Define the rules and guidelines governing the
reverse auction process, including bidding increments, duration of the auction, and
any restrictions or limitations.

5. Choose the Right Platform: Select a reliable and user-friendly reverse auction
platform or software that supports the desired features and functionalities needed for
the auction.

6. Training and Support: Offer training and support to participants to ensure they
understand how to use the auction platform effectively and navigate the bidding
process.

7. Pre-Auction Communication: Communicate key information and details to
participants before the auction, including the start time, end time, and any additional
instructions or updates.



8. Monitor and Manage Auction: Monitor the progress of the auction in real-time,
addressing any issues or concerns that arise and ensuring compliance with the
established rules and guidelines.

9. Evaluate Bids: Evaluate bids based on predetermined criteria such as price,
quality, delivery time, and vendor reputation, taking into account both quantitative
and qualitative factors.

10. Award the Contract: Select the winning bid based on the evaluation criteria and
award the contract to the successful bidder, notifying all participants of the outcome.

11. Post-Auction Review: Conduct a post-auction review to assess the
effectiveness of the process, gather feedback from participants, and identify areas
for improvement in future auctions.

12. Contract Management: Once the contract is awarded, ensure proper contract
management practices are followed to oversee the fulfillment of the agreement and
track performance.

By following this checklist, organizations can effectively plan, execute, and manage
reverse auctions to achieve their procurement objectives efficiently and successfully.


