
Top Tips for Tendering 



Power of Procurement

Working together, we contribute to the                            
Power of Procurement and the Sustainable 

Procurement Duty:

• Demonstrate consultation and engagement

• Facilitate the involvement of SMEs and Third 

sector businesses 

• Link key tender opportunities to dedicated 

events – aligned training opportunities

• Pre and Post tender inclusion of SDP 

signposting

• Identification of future tender training 

requirements

Good for 
places and 

communities

Good for 
businesses 

and their 
employees

Open and
connected

Good for
society

Our Purpose
To use our collective 

spending power to deliver 
sustainable and inclusive 

economic growth

Scottish Government
National Performance Framework 
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The story so far…

“I appreciated the 
session! It was very 

informative. Thank you!” 
– Charity or Supported 
Business from Glasgow 

City 

“It was my first time 
participating on a webinar for 
tendering services. There was 

good information which is vital 
to complete any tender 

application.” – Charity or 
Supported Business from 

Edinburgh

“Absolutely brilliant 
presentation and facilitators. 
There was good engagement 

with the audience as well, 
thank you.” – Charity or 
Supported Business in 

Aberdeenshire 



What does SDP deliver for Suppliers?

• An independent, free resource for tender support.
• A full range of tender training courses – from the basics to more 

advanced topics.
• Online services: direct contacts at Councils, jargon buster, 

online videos and guides.
• Access to Buyers through Meet the Buyer type events, 

procurement workshops and Talking Tenders webinars.
• Focused training, aligned to particular contract opportunities.
• eLearning modules – providing 24/7 “on demand” access.
• SDP Helpdesk for general questions.
• Monthly newsletters and proactive social media to alerts about 

new opportunities/projects.
• Social media posts and alerts – follow the 

#HelpingYouBidBetter, #10DR & #SupplierOpp hashtags!



Top Tips for Tendering

• Researching the Market 

• Pre-Planning 

• Writing Winning Tender Content

• Sustainability themes

• Build a Tender Library



Research: Make the most of PCS

www.publiccontractsscotland.gov.uk

• Current opportunities
• Future opportunities
• Awards + successful suppliers
BUT ALSO
• Schedule of renewal dates
• Name/Email contacts for Buyers
• Lesser known public Buyers
• Competitor search
• Subcontracts - Commercial

+

http://www.publiccontractsscotland.gov.uk/


• Make sure you’re ready to clearly explain what you do, how you do it & 

why your company is a good fit for the opportunity. Bang your drum! 

• If you can’t provide all the information then just explain why not, rather 

than leaving blanks.

• Follow the buyer’s instructions to the letter.

• Don’t fall into the trap of thinking that the person reading your bid 

knows anything about your company.

• Back up what you have said with evidence – statistics, quotes from 

clients, awards and accreditations to add credibility to your bid.

Get “Tender Ready”



• VAT Number
• Company Registration Number
• Bank Account Numbers
• Credit Rating
• Insurance Certificates

Financial 

• Staff Information, Skills and CVs
• Organisation Diagram
• Recruitment Process
• Training Process
• Subcontractor Information

People

• Process Flow Charts
• Work and Project Plans
• Method Statement
• Innovation Examples
• Project Implementation Plan

Technical 

• ISO Certifications
• Health and Safety Policy
• Fair Work First Policy
• Environmental/Sustainability Policy
• Equality and Diversity Policy

Policies

• KPIs
• Customer Complaints Process
• Customer Care Process
• Customer Feedback Examples
• Customer Communication

Quality 

• Bid/No Bid decision matrix
• Market Intelligence
• Record of Tenders (won and lost)
• Feedback/Debriefs from Buyers
• Renewal Dates

Planning

• References and Endorsements
• Awards and Achievements
• Case Studies
• Unique Selling Proposition
• Elevator Pitch

PR 

• IT/ICT Systems
• Data Security Systems
• Cyber Security Procurement Support Tool
• Financial Systems (eInvoicing)
• Business Continuity Plans

ICT

Organise & prepare your tender content



Planning: Have clear Bid/No Bid criteria 

• Check all minimum selection criteria (turnover, 
qualifications, accreditations) – “rely on other entities”?

• Need subcontractors – partners?

• Divided into Lots?

• Location

• Investment needed up front? – cash flow

• Resources for the job / for the bid

• Track record with the client 

• Competitors



Bid Plan

Write content for the buyer’s SPECIFIC requirements

• Read ALL the documents (Notice, Specifications, T&Cs, Evaluation, Instructions 

in Invitation to Tender - ITT doc)

• Get your clarification questions in as soon as possible through PCS

• Make notes of key elements of client requirements and brief your bid 

team/subcontractors

• Watch out for client terminology and use it in your response

• Check the buyer’s website for initiatives and priorities – especially for Fair Work 

First, Net Zero, Community Benefits, etc. & weave these into all your answers

Generic answers will lose you points!



Sustainability Policies in Tenders

• FAIR WORK FIRST - 7 CRITERIA

• CIRCULAR ECONOMY 

• NET ZERO – RESPONSE TO CLIMATE EMERGENCY

• COMMUNITY BENEFITS

• Sustainability elements may be scored up to 15% of tender

• What can YOU offer for THIS contract?  Can it be measured? 
Method Statement for Delivery? 

• Proportionate to the size/type of your organisation

• Make use of support organisations for sustainability

Generic answers will lose you points!



Dates for Your Diary
SDP Webinar Tender Training
14 February 2023: Getting Your Business Tender Ready - The Checklist
22 February 2023: Using Public Contracts Scotland (PCS) – How to Find and 
Bid for Opportunities
14 March 2023: Working with the Public Sector - All You Need to Know

Supplier Engagement Events
21 February 2023: Talking Tenders with Scottish Government - Talent 
Attraction and Migration Service
22 February 2023: Lanarkshire Meet the “Real” Buyer
21 March 2023: Meet the Buyer Tayside

17 May 2023: Meet the Buyer 2023 – EICC, Edinburgh

All events can be booked free: www.sdpscotland.co.uk/events-training

http://www.sdpscotland.co.uk/events-training


© ℗ Supplier Development Programme
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