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Tips for responding to tenders
Do answer the questions and address the requirements, be specific on how you will address the customers questions.

Do provide a clear and logical structure within your Tender.

Do back up statements with evidence and provide documents as requested.

Do illustrate points with relevant examples.

Do not waffle and Do write clearly.

Do present your Tender well - clearly referenced and Labelled.

Do make sure you understand what the Buyer wants.

Do read the instructions carefully ... Twice!!

Do stick to the point, although Buyers do like original, fresh approaches.

Do plan and prepare properly.

Do not make any assumptions!

Do make sure you know what the evaluation criteria and weightings are before you start to put your bid together.

Do think about how the criteria and weightings will affect the scoring and 
How much information and emphasis is needed for each criteria or requirement, for example, is ‘Skills and Experience of staff’’, more important than ‘Delivery times’? How will this impact on your Tender?

Do not be afraid to ask If you are unclear about the criteria or scoring system that will be used.

Do not include lots of additional information unless you think this adds value and is relevant – Buyers can’t score what they haven’t requested.

Do make sure someone who is familiar with the Tender is available for Tender clarification once it has been submitted - The evaluation panel may need to ask for more information in order to come up with a final score.

Do label and reference your Tender package in line with the customers Invitation to Tender (ITT) for ease of reference and use.
Do make a note of any timescales and deadline for completion and submission.

Do not alter the original tender document.

Do not leave it until the last minute to submit. It is your responsibility to make sure the documents are received within the deadlines quoted and to the correct place of submission. Late responses will not be accepted. 
Do not  include publicity information unless relevant, or specifically asked to do so. The Buyer is more interested in how you intend to service and tailor your response to the requirements of the contract specification. 
