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Bid-Ready Checklist
This worksheet will help your business identify missing documents and information needed for public sector tendering. Use the 'Action Needed' and 'Deadline' columns to create your own plan for becoming bid-ready.
	Requirement
	In Place? (Yes/No)
	Action Needed
	Deadline

	Company Name and Registration
	
	
	

	Contact Details for Tenders
	
	
	

	Organisation Chart
	
	
	

	Employer's Liability Insurance
	
	
	

	Public Liability Insurance
	
	
	

	Professional Indemnity Insurance (if applicable)
	
	
	

	Health & Safety Policy
	
	
	

	Equality & Diversity Policy
	
	
	

	Environmental Policy
	
	
	

	GDPR/Data Protection Policy
	
	
	

	Quality Assurance Policy
	
	
	

	Safeguarding Policy (if relevant)
	
	
	

	Business Continuity / Disaster Recovery Plan
	
	
	

	ISO Certifications (e.g. ISO 9001)
	
	
	

	Cyber Essentials / CHAS / SSIP
	
	
	

	Accounts for Last 2 Years
	
	
	

	VAT Registration
	
	
	

	Legal Disclosures (if any)
	
	
	

	Case Studies (2–3 examples)
	
	
	

	Client Testimonials
	
	
	

	References (with contact details)
	
	
	

	CVs of Key Staff
	
	
	

	Social Value Commitments / Evidence
	
	
	

	Any additional requirements
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