
 

 

 

 

 

 

 

 

 

 

Tenders, applications and design contest projects 

 
In this document you will learn how to submit a tender, application or design 

contest project on e-Procurement Platform. 
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To download templates of forms (tender form, application to participate in a procurement 

procedure or design contest project) and other procurement procedure documents, go to the 

procedure details. 

 

Then in the "Notices and procurement procedure documents created In system" section or in the 

"Notices  and design contest project documents” section (in case of a contest), click the 

"Generate preview" button available in the "Tender form" or " design contest project form " 

frame (in case of a contest). 

 

Download tender form 

 
 

After indicating which version of the form you want to download, the system will allow you to  save 

the form on local user resources. 

 
To download the remaining procedure documents, click the "Download form" button. 

 
 

 

 
 

 
 

 

 
 

 
 
 

Indication of form version 
 
 
 

 



 

 
 

 

 

To fill out a tender form, go to the procedure details and select the "Fill out" button in the 

"Notices and procedure documents created in system" / "Tender form" section. 

 
Then, fill in data on subsequent screens. 

 
The functionality of filling out a form is available only for user who are Economic Operators 

with the "Preparation of tenders/applications/design contest  projects" „Przygotowanie ofert/ 

wniosków/ prac konkursowych” role. 

 
In step 1, indicate which part of the procedure is being tendered (screen available only for 

multi-part procedures). 
 

Filling out a tender form - step 1 

 

In step 2, indicate whether a single Economic Operator will  submit a tender or consortium with other 
economic operators. 

 

Filling out a tender form - step 2 
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In step 3, fill in data for the Economic Operator (or several if a consortium is submitting a tender). 

The system automatically prompts the data for logged-in user's entity entered in the Identity 

Module (during the registration process or by editing the entity's data). Verify them and complete 

form with data regarding status of the Economic Operator, e-mail address and phone number. 

If consortium is submitting a tender, fill in  for the next Economic Operator (or several ones).” 
 

Filling out a tender form - step 3 
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In step 4, indicate consortium leader (screen available If it was indicated that consortium will 

submit a tender). 

 
 

 

 

Filling out a tender form - step 4 
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To fill out the application form to participate in the procurement procedure, go to the procedure 

details and select the "Fill out" (“Wypełnij”) button in the "Notices and procurement procedure 

documents created in system” / "Application form to participate in the procurement procedure" 

(„Ogłoszenia i dokumenty postępowania utworzone w systemie” / „Formularz wniosku o 

dopuszczenie do udziału w postępowaniu”) section. 

 
Then complete data on subsequent screens. 

 
The functionality of filling out a form is available only for users of the Economic Operator with 

the “Preparation of tenders/applications/design contest  projects” („Przygotowanie ofert/ 

wniosków/ prac konkursowych”) role. 

 
In step 1, specify whether the Economic Operator will submit the application alone or as part of 

a consortium. 

 
 

Filling out a tender form - step 1 
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In step 2, provide the details of the Economic Operator, including any consortium members if 

applicable. The system will prompt for the details of the logged-in user. 

 

Filling out a tender form - step 2 

 

 
 

 



 
 
 

 

In step 3, specify the consortium leader (screen available only if it has been confirmed that the 

consortium will be submitting the application). 

 

 
 

 

 
 

 
 

 

 
 

 
 

 
 

 

 
 

 
 

 

 
 

 
 

 
 

 

 

Filling out a tender form - step 3 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



 

 
 

 

 

To fill out the design contest project form, go to the procedure details and select the "Fill out" 

(“Wypełnij”) button in the section "Notices and design contest project documents created in 

the system" / "Design contest project form” („Ogłoszenia i dokumenty konkursu utworzone w 

systemie” / ”Formularz pracy konkursowej”). 

 
Then complete data on subsequent screens. 

 
The functionality of filling out a form is available only for users of the Economic Operator with 

the “Preparation of tenders/applications/design contest  projects” („Przygotowanie ofert/ 

wniosków/ prac konkursowych”) role. 

 
In step 1, specify whether the Economic Operator will submit the application alone or as part of a 
consortium. 

 
 

 
 

Filling out a design contest project form - step 1 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 



 

 
 

 

 

In step 2, provide the details of the Economic Operator, including any consortium members if 

applicable. The system will prompt for the details of the logged-in user. 

 

Filling out a design contest project form – step 2 
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In step 3, specify the consortium leader (screen available only if it has been confirmed that the 

consortium will be submitting the application). 

 
 

 

 

Filling out a design contest project form - step 3 
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The European Single Procurement Document published by the Contracting Body is available to the 

Economic Operator from the preview of the selected procedure/contest. 

 

To launch the ESPD form in edit mode, the user should select the “Fill out” (“Wypełnij”) option in 

the “Notices and procurement procedure documents created in the system” / “European Single 

Procurement Document” („Ogłoszenia i dokumenty postępowania utworzone w systemie” / 

„Jednolity europejski dokument zamówienia”.) section 

 

 

 

Procedure preview 
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The Economic Operator has the possibility to download a draft version of the ESPD form in xml 

format. The file can be downloaded at any time while creating the ESPD form by selecting the 

“Download Draft File” option (“Pobierz plik roboczy”). 

 

The Economic Operator can download the European Single Procurement Document in PDF 

format. The necessary condition for generating a file is to correctly fill out the form.  

In case of errors detection, system displays a message containing all irregularities detected in 

the form. 

 
Once the form is correctly filled, the Economic Operator can download it in two ways: by using the 

"Download ESPD" (“Pobierz JEDZ”) button or by selecting "Download ESPD and Draft File" (“Pobierz 

JEDZ i plik roboczy”) from the menu (as shown below). 

 
Depending on the browser and browser settings, the file may be downloaded automatically and 

saved on disk immediately or an additional window my appear with options to select  "Open with” 

(„Otwórz za pomocą”) or "Save file" (”Zapisz plik”). 

 
 

 

download the ESPD file 
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After completing the data on all screens, a "Download form" („Pobierz formularz”) button is available, 

pressing which allows you to download to local resources a document that is a form (tender form, 

application for admission to a procedure or competition form) pre-filled with the data provided 

on the previous screens and the data entered by the Contracting Body when preparing a form 

for a given procedure. 

 
After saving document, open it in tool that allows reading PDF files (e.g. Adobe Acrobat Reader), 

fill in with appropriate data on all pages and save. 

 
The document can be edited multiple times. 

 
The form should be digitally signed before submission. The document can be signed with a 

qualified signature, trusted profile or personal signature. The completed form shall be signed 

with an internal signature. Attachments can be signed with an external or internal signature. For 

zipped documents, an external signature should be used. Detailed information on how to sign 

with a qualified signature can be found in the Signing Instructions. 

 
After signing, do not modify the file.  

Do not change the name of the form file.. 
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To submit a tender, go to the procedure details, select the "Tenders/applications" 

(“Oferty/wnioski”) tab and click the "Submit tender" button (“Złóż ofertę”). 

 
Submitting tenders is available only for users who are Economic operators with the role 

"Submitting tenders/applications/contest projects" („Składanie ofert/wniosków/prac 

konkursowych”). 

 
Submitting applications is available only in procedures that are in the binding phase. 

 

Tender/application submitting 

 

The submission form must be accompanied by a completed tender form in the section “Completed 
tender form” („Wypełniony formularz ofertowy”) (marked in red in the figure below) and 
attachments and other documents in the section "Appendices and other documents submitted in 
the tender by the Economic operator" („Załączniki i inne dokumenty przedstawione w ofercie przez 
Wykonawcę”) (marked in green in the figure below). 

 

NOTE. The name of the tender form cannot be changed. Renaming the file name results in 

displaying an error message by the system. 
 

 

r 

 



 

 

 

Once the files have been uploaded, press the "Send files and submit a tender" (“Wyślij pliki i złóż 

ofertę”) button and then confirm that you want to submit a tender. 

At this point, the system begins the process of validating the submitted files, their automatic 

encryption, packaging and submitting on the platform. 

 
It is essential to: 

• Submit the application before the submission deadline – an application submitted after 

the deadline will not be accepted. Documents should not be submitted at the last minute. The 

duration of uploading and processing documents depends on their quantity and size as well as 

the load on the Platform. 

 
• Submit the application on the appropriate form (the current application form for this 

procedure downloaded from the platform) - if the form is incorrect, the system will inform you 

about it when submitting the application. 

 
• The application form and the attachments should be signed digitally. The recommended 

signature variant for the application form is the internal signature. However, in case of signing 

the application with a different variant, i.e. with an external signature, the Platform will also 

accept such a form and process it correctly in terms of signature verification, provided that, in 

the case of this signing variant, a separate signature file is attached in the "Attachments and 

other documents” („Załączniki i inne dokumenty…”) section (marked in green in the drawing 

above). 

Attachments may be signed with an external or internal signature. Packaged documents must be 

signed with an external signature. If the signature is missing, the system will inform you about 

it during submission of the documents, they will be accepted by the Platform despite lack of a 

signature. 

 
The submission process may take an extended period of time, depending on the number and size of 

the documents to be submitted. Do not close the browser window during this process. The system 

shows the successive stages of documents processing. 

 

 

 
 

 
 

 

 
 

 
 

 
 

 
 

Sending documents on the Platform 
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Once the process is complete, on the screen appears  an information that the process of submitting the 

application documents has ended and confirmation documents can be downloaded. 

If the process ended successfully, you can download the confirmation of acceptance and receipt of the 

document, i.e. Electronic Confirmation of Acceptance (EPP) and Electronic Confirmation of Receipt (EPO). 

To download EPP and EPO documents, go to procedure details and select “Tenders/applications” 

(„Oferty/wnioski”) tab and click “Download EPP” („Pobierz EPP”) or “Download EPO” („Pobierz EPO”) 

button. 

The system will display a window allowing documents to be downloaded to the user’s local resources. 

 

 

Download EPO/EPP 

 
  

 



 

 
 

In order to submit an a application to participate in a procurement procedure, go to the details 

of the procedure and select the “Tenders/applications” (Oferty/wnioski”) tab and click on the 

“Submit application” (“Złóż wniosek”) button. 

 

The submission of application is only available to users of economic operator with the role 

"Submitting tenders/applications/contest projects" („Składanie ofert/wniosków/prac 

konkursowych”). 

 
Submission of applications is only available in proceedings that are in the application phase. 

 
 

Make an offer/application 

 

On the form for submitting applications, attach the  completed application form to participate in 

a procurement procedure in the section "Completed application form (marked in red the drawing 

below) and attachments and other documents in the section "Attachments and other documents 

submitted in the offer by the economic operator" (marked in green in the drowing below ). 

 
NOTE: The name of the application form cannot be changed. Renaming the form file name results 

in an error message being displayed by the system. 

 
 

 
Documents upload 
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Once the files have been uploaded, press the "Send files and submit a tender" (“Wyślij pliki i złóż 

ofertę”) button and then confirm that you want to submit a tender. 

At this point, the system begins the process of validating the submitted files, their automatic 

encryption, packaging and submitting on the platform. 

 

It is essential to: 

• Submit the application before the submission deadline – an application submitted after the 

deadline will not be accepted. Documents should not be submitted at the last minute. The duration 

of uploading and processing documents depends on their quantity and size as well as the load on 

the Platform. 

• Submit the application on the appropriate form (the current application form for this 

procedure downloaded from the platform) - if the form is incorrect, the system will inform you about 

it when submitting the application. 

• The application form and the attachments should be signed digitally. The recommended 

signature variant for the application form is the internal signature. However, in case of signing the 

application with a different variant, i.e. with an external signature, the Platform will also accept such 

a form and process it correctly in terms of signature verification, provided that, in the case of this 

signing variant, a separate signature file is attached in the "Attachments and other documents” 

(„Załączniki i inne dokumenty…”) section (marked in green in the drawing above). 

Attachments may be signed with an external or internal signature. Packaged documents must be 

signed with an external signature. If the signature is missing, the system will inform you about it 

during submission of the documents, they will be accepted by the Platform despite lack of a signature. 

 

The submission process may take an extended period of time, depending on the number and size of 

the documents to be submitted. Do not close the browser window during this process. The system 

shows the successive stages of documents processing. 
 

 

 

 
 

 
 
 
 
 
 
 
 
 
 
 

 
   the P  
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Once the process is complete, on the screen appears  an information that the process of submitting 

the application documents has ended and confirmation documents can be downloaded. 

If the process ended successfully, you can download the confirmation of acceptance and receipt of 

the document, i.e. Electronic Confirmation of Acceptance (EPP) and Electronic Confirmation of 

Receipt (EPO). 

To download EPP and EPO documents, go to procedure details and select “Tenders/applications” 

(„Oferty/wnioski”) tab and click “Download EPP” („Pobierz EPP”) or “Download EPO” („Pobierz 

EPO”) button. 

The system will display a window allowing documents to be downloaded to the user’s local resources. 
 

 

 

Download EPP, EPO 
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In order to submit a design contest document (application, contest project, study report) go to 

the details of the procedure, select the “Contest projects” (“Prace konkursowe”) bookmark and 

click on the "Submit an application/contest project/study report" („Złóż wniosek/pracę 

konkursową/opracowanie studialne”) button. 

 
The submission of design contest documents is only available to users of economic operator 

with the role "Submitting of tenders/applications/contest projects" („Składanie ofert / wniosków 

/ prac konkursowych”). 

 
Submission of design contest documents is only available in proceedings that are in submitting 

applications / contest projects, study reports phase. 

 

Make an offer / application 
 

On the form for submitting a design contest project documents, upload your contest project in 

the "Contest project" (“Praca konkursowa”) section (marked in yellow in the drawing below), the 

completed contest entry form in the "Completed contest entry form" (“Wypełniony formularz 
pracy konkursowej”) section (marked in red in the drawing below) and attachments and other 

documents in the section "Attachments and other documents presented by the economic 

operator" (“Załączniki i inne dokumenty przedstawione w ofercie przez Wykonawcę” ) 

(marked in green in the drawing below). 

 

 

 

 



 

 

Once the files have been uploaded, press the "Send files and submit a contest project" (“Wyślij 

pliki i złóż pracę konkursową”) button and then confirm that you want to submit the documents. 

At this point, the system begins the process of validating the submitted files, their automatic 

encryption, packaging and submitting on the platform. 
 
It is essential to: 
 
• Submit the documents before the submission deadline – documents submitted after the 

deadline will not be accepted. Documents should not be submitted at the last minute. The 

duration of uploading and processing documents depends on their quantity and size as well as 

the load on the Platform. 

• Submit the documents on the appropriate form (the current design contest form for this 

contest downloaded from the platform) - if the form is incorrect, the system will inform you about 

it when submitting documents. 

• The documents and the attachments, should be signed digitally except for the design 

contest project and the study report, which should not be signed. The recommended signature 

variant for the design contest form is the internal signature. However, in case of signing it with 

a different variant, i.e. with an external signature, the Platform will also accept such a form and 

process it correctly in terms of signature verification, provided that, in the case of this signing 

variant, a separate signature file is attached in the "Attachments and other documents” 

(„Załączniki i inne dokumenty”) section (marked in green in the drawing above).  

Attachments may be signed with an external or internal signature. Packaged documents must be 

signed with an external signature. If the signature is missing, the system will inform you about 

it during submission of the documents, they will be accepted by the Platform despite lack of a 

signature. 
 
NOTE: The contest project and the study report should not be signed digitally. 
 
The submission process may take an extended period of time, depending on the number and size of 

the documents to be submitted. Do not close the browser window during this process. The system 

shows the successive stages of documents processing. 
 

Sending documents on the platform 

 

 



 

 

 

Once the process is complete, on the screen appears  an information that the process of submitting 

the application documents has ended and confirmation documents can be downloaded. 

If the process ended successfully, you can download the confirmation of acceptance and receipt of 

the document, i.e. Electronic Confirmation of Acceptance (EPP) and Electronic Confirmation of 

Receipt (EPO). 

To download EPP and EPO documents, go to procedure details and select “Tenders/applications” 

(„Oferty/wnioski”) tab and click “Download EPP” („Pobierz EPP”) or “Download EPO” („Pobierz 

EPO”) button. 

The system will display a window allowing documents to be downloaded to the user’s local resources.. 
 
 

 
 

 

 
 

 
 

 

 
 

 
 

 Download EPP, EPO 
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To withdraw a submitted tender, go to the procedure details, select “Tenders/applications” 

(„Oferty/wnioski”) tab and then click “Withdraw tender” („Wycofaj ofertę”) button. 

 
This function available only for users having role "Withdrawal o f  tenders / applications / 

contest projects" („Wycofywanie ofert / wniosków / prac konkursowych”. 

 
After confirmation the tender will be withdrawn and you can download document confirming 

the withdrawal of the tender, i.e. Electronic Confirmation of Withdrawal (EPW). 

 
Withdrawal is possible until expiry of tender submission deadline. 

 

 

 

Withdrawal tender 
 
 
 
 

Tender withdrawn 
 
 
 
 
 
 
 
 

 

 



 

 
 

To withdraw a submitted application to participate in a procurement procedure, go to the 

procedure details, select “Tenders/applications” („Oferty/wnioski”) tab and then click “Withdraw 

application” („Wycofaj wniosek”) button. 

 
This function available only for users having role "Withdrawal o f  tenders / applications / 

contest projects" („Wycofywanie ofert / wniosków / prac konkursowych”. 

 
After confirmation the application will be withdrawn and you can download document 

confirming the withdrawal of the application, i.e. Electronic Confirmation of Withdrawal (EPW). 

 
Withdrawal is possible until expiry of tender submission deadline. 

 

 

 

Withdrawal application to participate in a  procurement procedure 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Application to participate in a  procurement procedure withdrawn 

 
 
 
 
 
 

 



 

 
 

To withdraw a submitted contest project documents, go to the procedure details, select the 

"Contest projects” ("Prace konkursowe”) tab and then click the "Withdraw application / contest 

projects / study works" („Wycofaj wniosek /prace konkursową / opracowanie studialne.”) button. 

 
This function available only for users having role "Withdrawal o f  tenders / applications / 

contest projects" („Wycofywanie ofert / wniosków / prac konkursowych”. 

 
After confirmation the contest project documents will be withdrawn and you can download 

document confirming the withdrawal, i.e. Electronic Confirmation of Withdrawal (EPW). 

 
Withdrawal is possible until expiry of contest project documents submission deadline. 

 

 
 

 
 

 
 

 

 
 

 
 

 

 

Withdrawal of a design contest project documents 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Design contest project documents withdrawn 
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The EPP (Electronic Confirmation of Acceptance) is a document confirming the receipt of the 

hash cryptographic tender and thus the start of the process of tender / application / design 

contest  submission. 

 
The  EPP file is in XML format and its content includes: 

• ID of the tender / application / design contest 

• ID of the procedure 

• ID of the economic operator submitting the tender / application / design contest project 

• Cryptographic abbreviation of the submitted tender / application / design contest project 

• Date and time of the completion of the process (receipt of the encrypted tender / 

application / design contest project file by the Platform) 

• Information on files attached to the tender 

• Timestamp 

• Seal of the e-Procurement Platform 

 
The EPO (Electronic Confirmation of Receipt) is a document confirming receipt of the encrypted 

tender by the Platform and thus the completion of the process of tender / application / design 

contest project submission. 

The  EPO file is in XML format and its content includes: 

• ID of the tender / application / design contest 

• ID of the economic operator submitting the tender / application / design contest project 

• ID of the procedure 

• Status of the submitted tender / application / design contest project (whether submitted correctly 
and on time) 

• Date and time of the completion of the process (receipt of the encrypted tender / 

application / design contest project file by the Platform  

• Timestamp 

• Seal of the e-Procurement Platform 

 
The EPW file (Electronic Confirmation of Withdrawal) is a  document confirming the 

withdrawal of the tender / application / design contest project by the economic operator 

The EPW file is in XML format and its content includes: 

• ID of the tender / application / design contest 

• ID of the economic operator submitting the tender / application / design contest project 

• ID of the procedure 

• Status of the tender / application / design contest project (indicating that the tender has been 
withdrawn) 

• Date and time of the completion of the withdrawal process of the tender / application / design 
contest project 

• Information on files attached to the tender 

• Timestamp 

• Seal of the e-Procurement Platform 
 

 

 


