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1. Bid / No Bid Strategy - Before embarking on the demanding process of submitting a tender it is important to consider whether it is worthwhile doing so. 
2. Tender Readiness - Make sure that you are in good shape to tender, and that all the material and supporting documentation is in place. 
3. Maximum Compliance - To achieve maximum scores for any particular tender you will need demonstrate maximum compliance. 
4. Tender Plan - At the outset it is really good practice to formulate a tender plan.
5. Use Headings and Sub Headings - It will be much easier for your reader to digest the contents of your bid if it is well laid out.
6. Use Bullet Points - If you wish to present a number of points to support a key element, listing them as bullet points will serve to emphasise them most powerfully.
7. Start Writing Badly - Sometimes it is very difficult to start writing material with which you are happy. It is not until you have got into your stride that things begin to flow. Then you can delete your early attempts.
8. Structure it Around Their Agenda - If they have asked a question, or they have presented a number of points for you to address, use these as your headings and sub headings.
9. Word Count Limit, Be Careful – Don’t exceed it, but don’t fall too short either. Start by listing the key points you wish to make, and work up to the word count.
10. Tender De-brief - Once the whole process has been completed, and the outcome has be settled, win or lose, it is important to get a de-brief.


