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Tendering Hints and Tips
A quick-reference guide for writing stronger, smarter public sector bids.
1. General Writing Tips
· Always answer the question directly – don't waffle or go off-topic.
· Use clear, concise, and professional language.
· Avoid jargon unless it is sector-specific and the buyer will understand it.
· Mirror the structure and wording of the question in your response.
· Use bullet points and headings for clarity.
2. Planning and Preparation
· Start early – give time for content creation, review, and sign-off.
· Build a bid library of reusable content: policies, CVs, case studies, templates.
· Assign clear responsibilities: writers, reviewers, project lead.
· Understand the scoring – tailor your response to where the marks are.
· Track deadlines using a tender calendar or planner.
3. Evidence and Impact
· Use recent, relevant case studies to prove your claims.
· Back up statements with data, testimonials, or KPIs.
· Don't just say what you do – show how it benefits the buyer.
· Emphasise outcomes, not just activities.
4. Compliance Checks
· Submit in the correct format – Word, Excel, PDF, as requested.
· Stick to word or page limits.
· Include all mandatory attachments (e.g. forms, certificates, policies).
· Check all formatting, naming conventions, and document labelling.
· Submit before the deadline – late submissions are disqualified automatically.
5. Common Mistakes to Avoid
· Copy-pasting without updating buyer names or contract details.
· Forgetting to complete all sections of the bid response.
· Attaching brochures or extra materials unless specifically requested.
· Using generic answers that don't relate to the specific tender.
· Missing clarification opportunities – ask questions early if you're unsure.
6. Final Review Checklist
· Have you answered every question fully?
· Are all attachments complete and uploaded?
· Have at least two people reviewed the response?
· Does the bid clearly show why you are the best choice?
· Have you proofread the final documents?
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A HELPING HAND FOR BIDS & TENDERS




