How to submit a clarification request
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All persons/companies participating in Public Tender (PT), Invitation for at Least Three
People (ITP), and Direct Awarding (DA) procurement procedures conducted through the
POC Banxico who wish to present any clarification requests must do the following:

1. Updating your user register
You must have an updated user register to submit a clarification request in addition to
having expressed your interest in participating in a PT or been invited to participate in a
ITP or DA procedure.

2. Login to "Mi Portal" (My Portal)
Click on the “Acceso a Mi portal” (Access to My portal) link.

3. Entering the user number and password
Type in your user number and password to login to “Mi portal Banxico” (My portal Banxico).

4. Login to “Mis procedimientos” (My procedures)
Login to the “Mis procedimientos” (My procedures) tab and click on the link of the
corresponding procurement procedure you are participating in and for which you wish
to send your questions/doubts.

5. Requesting clarifications
a) Click on the “Solicitud de aclaración” (Clarification request) link to be able to attach
a file that includes the questions/doubts you have on any particular
procurement/contracting procedure.
Only .txt, .doc, or .docx. files will be accepted.

b) Once you click on the “Solicitud de aclaración” (Clarification request) link, the
system will display the message below. Click on the “Agregar documento” (Attach
file) button in this message to attach your clarification request. Remember that
only .doc, .docx or .txt. files will be accepted.

c) To attach documents, click on the “Buscar” (Search) button to identify the electronic
means in which the file with the questions/doubts you wish to send to Banco de
México has been stored.

d) Find and select the file with the questions/doubts that you want to send to Banco
de México.

e) Click on the “Adjuntar documento” (Attach file) button to complete the submission
process.

6. Sending the clarification request
Once the file with the clarification request has been sent, the system will automatically
generate the following message:

7. Visualizing the clarification request sent to Banco de México
a) If you wish to see any clarification requests sent related to a procurement
procedure, click on the “Ver” (View files) link.

b) Click on the “Solicitud aclaración” (Clarification request) link to download the file
that you sent with the questions/doubts.

8. Visualizing several clarification requests
If you have sent more than one clarification request, you can download the
corresponding documents and view the date and time of each clarification request.

9. Visualizing the answers to your clarification requests
Once Banco de México publishes all answers to the clarification requests sent, they will
be available for the public at the link “Acta de aclaraciones“ (Clarification records), in
section “Documentación relacionada” (Documents related) of “Mi Portal” (My Portal).

