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Submit Proposal 

Points to Note 

1. All files required to be Digitally Signed are indeed Digitally Signed in .p7s format and should not exceed 

the file number and file size limits. You may compress multiple files into .zip file for uploading if 

necessary. 

2. The time for upload is subject to many factors. You should allow sufficient time to upload and submit 

your proposal well before the closing date and time. 

Login to the e-Tendering System (Works Consultancy Services) and launch the <View Details of Invitation 

Notice> page. 

For EOI 

Step 1 – Click “Submit EOI” to submit your EOI. 

 

Step 2 – You will then be required to: 

i. Read the Terms and Conditions. 

ii. Tick the checkbox “I/We have read, understood and agreed to all of the above terms and 

conditions.” 

iii. Input the validation characters generated by the System and click “Next”. 
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Step 3 – You will then be required to: 

i. Click to select the radio button (<Yes>/<No>) to indicate whether the EOI is submitted in the 

form of an unincorporated joint venture (“unincorporated JV”). 

ii. If clicked <Yes>, input the number of participants in the unincorporated JV and then start 

uploading the file(s).  

iii. If clicked <No>, start uploading the file(s). 
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iv. Since all files (except the README.rtf file) under EOI submission must be Digitally Signed, Digital 

Signature Verification for each uploaded file is required. 

v. Click “Upload” to choose file(s) to upload. 

 

vi. Once a file is successfully uploaded, digital signature(s) in the uploaded file will be listed in the 

Digital Signature Verification dialogue box for checking.  Click checkbox to select the Type of 

Digital Signature: 

a) For unincorporated JV: 

a.  Type (i): a digital signature of a person authorised by the participant in the 

unincorporated JV to sign Government contracts or 

b. Type (ii): a digital signature of a witness. 

b) For non-unincorporated JV: 

a. Type (i): a digital signature of a person authorised by the consultant to sign 

Government contracts or 

b. Type (ii): a digital signature of a witness. 

c) The number of checked Type (i) digital signature(s) must be equal to the number of 

participants in the unincorporated JV (one for non-unincorporated JV) 

d) Click “Confirm” button to complete Digital Signature Verification. 
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For unincorporated JV 

 

For non-unincorporated JV 
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vii. Click here to upload other documents such as “Readme.rtf” file. 

viii. After completion of all uploading, click the checkbox to confirm the statement “I confirm the 

uploaded files are free of computer virus.” and “I certify that Invitation Document, all 

Addendum (if any) and letters (if any) related to this consultancy agreement issued via the 

System before Closing Date has been taken into account in my proposal.”  

ix. You may delete the uploaded file(s) by clicking the  icon at any time. 

x. Finally, click “Submit” for the submission. 

 

 

Points to Note  

1. Make sure that the EOI submission are Digitally Signed in .p7s format, in accordance with the 

“Requirements for Submission in Electronic Format”. Failure of which may render your EOI submission 

non-conforming. 

2. If the submission is submitted in form of an unincorporated joint venture, make sure the relevant files 

are Digitally Signed by EACH AND EVERY participant of the unincorporated joint venture. Failure of 

which may render your EOI submission non-conforming. 

3. Verify that all of the Organisational e-Cert you are using are valid Organisational e-Cert issued by a 

recognized certificate authority under the Electronic Transaction Ordinance (Cap. 533). 

4. For the “Upload Expression of Interest” section: 

• All files are required to be Digitally Signed in .p7s format 

• Each file shall not exceed 500MB in size. 

• The maximum number of files is 10. 

• The total file size shall not exceed 1GB. 

• .zip file is NOT allowed. 

5. Make sure that all files of your EOI submission are uploaded. 
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6. To ensure the integrity of the uploaded file, make sure that the MD5 checksum displayed next to the 

uploaded file name is the same as the MD5 checksum of your local file. MD5 checksum of your local 

file can be generated by the following steps in your Windows/Mac workstation: 

For Windows OS workstation,  

1. Open Command Prompt.  

2. Change directory to the directory that contains the file whose MD5 checksum you want to 

verify.  

3. Type “certutil -hashfile <file name with extension> MD5” in command prompt to check. 

For Mac OS workstation,  

1. Open Terminal. 

2. Change directory to the directory that contains the file whose MD5 checksum you want to 

verify. 

3. Type “MD5 <file name with extension>” in Terminal to check. 

7. Uploading files alone does not complete the EOI submission process. After uploading, remember to 

click the “Submit” button and verify that you receive an acknowledgement of your submission. 

 

Step 4 – A Submission Checklist dialogue box will appear. Read the important reminders carefully and click all 

the checkboxes to confirm that you have read and understood them. Click “Submit” to proceed. 
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Step 5 – An acknowledgement page will pop up to indicate successful submission. Click “Save” and save the 

acknowledgement page for record. 

 

 

For T&F 

Step 1 – Click “Submit T&F Proposal” to submit your T&F proposal. 
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Step 2 – You will then be required to: 

i. Read the Terms and Conditions. 

ii. Tick the checkbox “I/We have read, understood and agreed to all of the above terms and 

conditions.” 

iii. Input the validation characters generated by the System and click “Next”. 

 

 

Step 3 – You will then be required to: 

i. Click to select the radio button (<Yes>/<No>) to indicate whether the T&F is submitted in the 

form of an unincorporated joint venture (“unincorporated JV”). 

ii. If clicked <Yes>, input the number of participants in the unincorporated JV and then start 

uploading the file(s).  

iii. If clicked <No>, start uploading the file(s). 
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For Upload Technical Proposal 

iv. Click “Upload” to choose file(s) to upload.  No Digital Signature Verification for the uploaded 

file is required.  

 

For Upload Fee Proposal 

v. Since fee proposal must be Digitally Signed, Digital Signature Verification for the uploaded file is 

required. 

vi. Click “Upload” to choose file(s) to upload. 
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vii. Once a file is successfully uploaded, digital signature(s) in the uploaded file will be listed in the 

Digital Signature Verification dialogue box for checking.  Click checkbox to select the Type of 

Digital Signature: 

a) For unincorporated JV: a digital signature of a person authorised by the participant in the 

unincorporated JV to sign Government contracts 

b) For non-unincorporated JV: a digital signature of a person authorised by the consultant to 

sign Government contracts 

viii. The number of checked Type (i) digital signature(s) must be equal to the number of participants 

in the unincorporated JV (one for non-unincorporated JV) 

ix. Click “Confirm” button to complete Digital Signature Verification. 
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For unincorporated JV 

 

For non-unincorporated JV 
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x. After completion of all uploading, click the checkbox to confirm the statement “I confirm the 

uploaded files are free of computer virus.” and “I certify that Invitation Document, all 

Addendum (if any) and letters (if any) related to this consultancy agreement issued via the 

System before Closing Date has been taken into account in my proposal.” 

xi. You may delete the uploaded file(s) by clicking the  icon at any time. 

xii. Finally, click “Submit” for the submission. 

 

Points to Note  

1. Make sure that all files required to be Digitally Signed are indeed Digitally Signed in .p7s format, in 

accordance with the “Requirements for Submission in Electronic Format”. Failure of which may render 

your T&F Proposals non-conforming. 

2. If the submission is submitted in form of an unincorporated joint venture, make sure the relevant files 

are Digitally Signed by EACH AND EVERY participant of the unincorporated joint venture. Failure of 

which may render your T&F Proposals non-conforming. 

3. Verify that all of the Organisational e-Cert you are using are valid Organisational e-Cert issued by a 

recognized certificate authority under the Electronic Transaction Ordinance (Cap. 533).  

4. For the “Upload Technical Proposal” section: 

• Each file shall not exceed 500MB in size. 

• The maximum number of files is 10. 

• The total file size shall not exceed 1GB. 

• For a .zip file which comprises multiple files and which has to be signed, each individual file shall be 

separately signed digitally. 

5. For the “Upload Fee Proposal” section, only one file shall be submitted. The file must be originally 

in .pdf format and Digitally Signed in .p7s format before submission. The size of the file shall not 

exceed 500MB. .zip file is NOT allowed. 
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6. Make sure that all files of your T&F Proposals are uploaded. 

7. To ensure the integrity of the uploaded file, make sure that the MD5 checksum displayed next to the 

uploaded file name is the same as the MD5 checksum of your local file. MD5 checksum of your local 

file can be generated by the following steps in your Windows/Mac workstation: 

For Windows OS workstation,  

1. Open Command Prompt.  

2. Change directory to the directory that contains the file whose MD5 checksum you want to 

verify.  

3. Type “certutil -hashfile <file name with extension> MD5” in command prompt to check. 

For Mac OS workstation,  

1. Open Terminal. 

2. Change directory to the directory that contains the file whose MD5 checksum you want to 

verify.  

3. Type “MD5 <file name with extension>” in Terminal to check. 

8. Uploading files alone does not complete the proposal submission process. After uploading, remember 

to click the “Submit” button and verify that you receive an acknowledgement of your submission. 

 

Step 4 – A Submission Checklist dialogue box will appear. Read the important reminders carefully and click all 

the checkboxes to confirm that you have read and understood them. Click “Submit” to proceed. 
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Step 5 – An acknowledgement page will pop up to indicate successful submission. Click “Save” and save the 

acknowledgement page for record. 
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