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NCIA e-Procurement Guidelines 

This document provides guidance to the bidder for participation in NCIA tenders via online 
platform. 
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NCIA e-Procurement Guidelines 

Section 1: Registration to a tender opportunity 

 
1. Bidder may browse tender opportunities at ncer.com.my/procurement/ and all 

available tenders will be displayed at ‘Find a Contract’ section. 
 

 
 
 

2. Details of each tender can be viewed by clicking on the tender title and a new window 
will prompt-up to show its content. An example is depicted as follows: 

 
 
 

3. To participate, bidder is required to register to the tender by clicking the button 
‘Register’ at the respective tender listed.  

 
 
 

https://www.ncer.com.my/procurement/
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4. A new window will be prompted to a new page of NCIA Tender Registration Service. 

 
 

5. Fill-up your company details as per required in the registration form. 

 
 

6. Click submit. 
 
 
 
 
 
 
 
 
 
 
 
 
 



         
 

4 
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7. A confirmation of your company registration will be sent to the registered email 

address. The email also will state a link to access your tender account as per 
illustrated below: 
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Section 2: Tender Briefing 

 
1. Bidder will be directed to NCIA’s SharePoint system where your company account will 

be automatically created by clicking on the given link. Three (3) new folders will be 
provided to accommodate your tender submission activities as depicted below: 

 
 

2. Bidder is required to upload the following documents into the ‘Briefing’ folder two (2) 
days before the tender briefing date: 
 
i) Registration of Company Certificate. 
ii) Ministry of Finance Registration Certificate. 
iii) Ministry of Finance Registration Field Code. 
iv) Representative Identity Card. 
v) Representative Authorisation Letter. 
vi) Other certification requires by the tender. 
 
 

 
3. A link to participate in the tender briefing will be emailed to the registered email 

address one (1) day before the scheduled tender briefing session. The tender 
briefing will be conducted virtually using the Microsoft Teams. Bidder is encourage to 
prepare for the virtual briefing by referring to the guide below: 
i. Join a meeting without a Teams account 

https://support.microsoft.com/en-us/office/join-a-meeting-without-a-teams-account-c6efc38f-4e03-4e79-b28f-e65a4c039508
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NCIA e-Procurement Guidelines 

ii. Join a Teams meeting 

 

 

 

Section 3: Tender Payment 

 
1. Upon completion of the virtual tender briefing, NCIA Tender Secretary will advise on 

details and options of online payment for the tender document. 
 

2. There will be three (3) payment choice for you to choose; Fund Transfer, JomPay and 
Maybank QR Pay. Currently, only Fund Transfer is available and once the rest of the 
options are ready, this documentation will be updated as well. 

 
3. Tender briefing is mandatory. Only tenderer that participated in the tender briefing is 

allowed to purchase the tender document. 

 
i. Option 1: Fund Transfer 

1. Using your preferred online banking, go to the ‘Transfer’ menu.  
2. Select ‘Other Accounts’ 
3. Select ‘New Transfer’ 
4. Select Bank as ‘Maybank / Maybank Islamic’ 
5. Key the following details under the transfer window: 

- Account Number: 557111340815 
- Transfer Amount: As per tender cost stated in the Tender Advertisement 
- Effective Date: Current Date 
- Recipient’s Reference 1: Tender Reference Number 
- Recipient’s Reference 2: Company Name / Contact Number 
- Notify via Email: tender.secretary@ncer.com.my 
- The example depicted from Maybank2u for illustration purpose: 

Please complete your document submission as per required by the tender two (2) days 
before the tender briefing schedule. Failure to do so will result a bar for you to join the said 
tender. 

Important for your to attend the tender briefing before you can make a purchase of tender 
document. Failure to do so, you will not received notification for retrieving the tender 
document. Please note that, payment made for the tender purchase is not refundable so 
please ensure you carefully follow every steps in this tender process. 

https://support.office.com/en-us/article/join-a-teams-meeting-078e9868-f1aa-4414-8bb9-ee88e9236ee4
mailto:tender.secretary@ncer.com.my
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6. Bidder is required to save the transfer receipt and upload into the ‘Payment’ 
Folder. 

 
7. An email with a link to download the tender document will be sent to participating 

bidder after verification of tender payment within one (1) working day. 
 

ii. Option 2: JomPay – To be updated soon. 
iii. Option 3: Maybank QR Pay – To be updated soon. 
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Section 4: Tender Submission 

 
1. Both Technical & Unprice Commercial Proposal package and Price Commercial 

Proposal package including all necessary documentation and all information required 
for the tender submission shall be uploaded to the ‘Submission’ Folder. 
 

2. Bidder is allowed to make changes in your ‘Submission’ Folder prior to the bid closing 
date. Bidder can view the activity trace by clicking the  icon and your all activities 
will be displayed in this window as per below: 

 

 

 

 

3. After the bid closing date, your access to NCIA SharePoint will be automatically revoked 
and bidder will be barred from doing any changes to the final submission. Therefore,   

Please complete your tender submission before the closing date. Failure to do so will 
result invalid entry for further evaluation of the said tender. 
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bidder is encouraged to ensure complete submission of all bid documents one (1) day 
before the bid closing date. 
 

4. Bidder is advice to be prepared for a Tender Clarification or Techno-Commercial 
Clarification Meeting (TCCM) within short notice. Further instruction will be 
communicated via email by NCIA Tender Secretary. 

 

 

 

 

 

 

 

End 


