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Hints and Tips for completing Tenders for Staffordshire’s Joint Commissioning Unit
1. Read the instructions and follow them e.g. if it says provide 2 copies – PROVIDE 2 COPIES; if you are required to sign a declaration – SIGN IT. Use the tender  label template provided and DO NOT identify the organisation on the envelope/ packaging.  You must return the entire tender documents including the conditions of contract together with any appendices.  Not following the instructions will invalidate your tender and it cannot be considered any further in the process. All your hard work in compiling the tender will be wasted as it will not be looked at further. 

2. Check the deadline date and time. Post or hand deliver the tender in plenty of time. Do not leave it until the last day as emergencies may crop up at the last minute (e.g. train late, stuck in traffic). Late applications cannot be considered.
3. As soon as you receive the tender read the entire document including any additional information) and, in particular, the Form of Tender so you know what information is required and you have enough time to compile the required information. If you have any queries/clarifications request them straight away.  There will be a cut off date for submitting queries/clarifications and any raised after the cut off date will not be answered.

4. Read the service specification. This will inform you about the type of service that is required. Your tender submission will be scored against your ability/proposal to deliver the service specification as detailed in the evaluation criteria provided in the tender documents.
5. Before starting the tender ask yourself honestly - can you deliver the service that is required or, if you have a service in mind, does it fit the service specification?  If the answer is no, do not waste your own time completing the tender.

6. Before completing your tender submission consider: what you are being asked to provide; what is required in the service specification; and what is required to achieve a high score?

7. Ensure your tender submission addresses all of the evaluation criteria stipulated within the tender documentation. Where a Supporting Business Plan and/or Service Delivery Proposal is requested, ensure that it is set out in the manner stipulated with subheadings as indicated to assist the evaluation panel.
8. Consider your audience! Your tender submission will be evaluated/scored by a panel and the members of the panel may include various professionals (Local Authority, NHS, etc) as well as Service Users. Therefore, make the panel’s job as easy as possible by:

i). Using appropriate language and presentation (eg. graphics, pictorial information etc) as the panel may include children, young people, adults with disabilities etc, dependant upon the service being tendered for.

ii). Only include relevant information in a concise format, order and presentation style. The evaluation panel may have a high number of submissions to assess and will not have the time to search for the relevant information within your submission. The tender will clearly state the criteria against which you will be evaluated and the specific order that your submission should follow.  If appendices are included, ensure that they are cross referenced within your submission and included in a contents page.

iii). Not making any assumptions! Base your submission on the principal that the members of the panel have never heard of your organisation and do not know what you do. You will only be given marks for information contained within your submission and not on any prior knowledge or reputation of your organisation.

iv). Do not use abbreviations. The evaluation panel may not recognise them or worse still, they may misinterpret them.
v). Providing any additional information that is asked for e.g. copies of insurance certificates, references, annual accounts etc. However, do not submit information that has not been requested as it will not be considered.
9. Spell-check the tender before submitting it and ask someone else to proof read it, prior to submitting it. Double check you have provided all the information required and signed the relevant sections

10. If your organisation has the facility to do so, please print your submission double- sided. 
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