
Are you ready to bid, or do you need support?

THINK BEFORE YOU BID

BID OR NO BID CHECKLIST

Contact Proof Communications : Call 1300 776 637 or visit proofcommunications.com.au

Completed by: Request for Tender   
issued by: 

Tender  details:

Company name: Tender reference number: 

Date: Due date:  

1 Tender Document Review Yes No

Have you read the tender documents?
Note: While the documents may be extensive, reviewing them thoroughly 
is essential to understanding the bid requirements.

2 Understanding of Requirements Yes No Partially Don’t know

2.1 Clarity of Tender Requirements
Do you have a clear understanding of all tender requirements 
and specifications?

2.2 Eligibility and Compliance Confirmation
Having read the tender documents, can you confirm that your 
organisation meets all the eligibility and compliance requirements?

3 Incumbency Yes No

Are you the incumbent service provider?

4 Competitor Awareness Yes No

4.1 Do you know who you are competing against for this tender?

4.2 Do you know what their strengths are?

4.3 Do you know what their weaknesses are?

4.4 Do you know your point of difference compared to your competitors?

5 Strategic Alignment Yes No

5.1 Is winning this bid a high priority for your core business?

5.2
If not, does this opportunity support a well-defined strategic growth 
plan with clear objectives and readiness to execute?

6 Relevant Experience & Implementation Readiness Yes No

Do you currently deliver similar projects or services as outlined in the 
tender documents?

7 Risks Yes No

Have you identified any risks associated with this project?
Add comments:

8 Briefing Session Yes No Plan to attend

8.1 Is there a briefing session scheduled for this tender? 

8.2 Have you attended or do you plan to attend?
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Are you ready to bid, or do you need support?

9 Policy Requirements Yes No In progress Don’t know

9.1 Do you know which policies are required for this tender?

9.2 Do you currently have all the required policies in place?
(e.g., WHS, Quality Assurance, Modern Slavery, Indigenous Procurement, etc)

9.3 If you can, please list the specific policies required for this tender:

10 Plans, Methodology & Preparedness Yes No In progress Don’t know

10.1 Do you know what plans or delivery methodologies are required for 
this tender?  (e.g., Transition-in plan, Risk Management Plan, Environmental 
Management Plan, Delivery Methodology,Reconciliation Action Plan (RAP) etc)

10.2 Do you currently have all plans in place?

10.3 If you can, please list the specific plans and delivery methodologies required for this tender:

11 Compliance Yes No Partially Don’t know

11.1 Can you comply with the tender requirements?

11.2 If you answered “No,” “Partially,” or “Don’t Know,” does the 
tender allow for any areas of non-compliance or exceptions?

12 Service Model Fit & Planning Yes No Partially Don’t know

12.1 Can your current service model meet the tender specifications 
without significant changes?

12.2 If you answered “No” or “Partially,” is there a detailed model or plan 
in place to demonstrate how you will meet the requirements?

Yes No In progress Don’t know

13 Supporting Materials Yes No In progress Don’t know

Are supporting materials available to strengthen your proposal?  
(e.g., client testimonials, referees, CVs, case studies)

14 Subcontracting Yes No Don’t know

Will you be working with subcontractors?

15 Tender History Yes No

15.1 Have you tendered previously?

15.2 If yes, was it government or private sector or both?
Government Private Sector

Contact Proof Communications : Call 1300 776 637 or visit proofcommunications.com.au

ARE YOU READY TO BID? OR DO YOU NEED SUPPORT?

THINK BEFORE YOU BID
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Are you ready to bid, or do you need support?

16 Team Members Yes No

Are key team members available to provide required documents? 
(e.g., insurances, financials, legal, and other internal inputs by the deadline)

17 Experts Yes No

Have key experts been identified and committed to contribute 
their input?

18 Contact Yes No

Is there a dedicated contact person assigned to liaise with the 
tender writer and/or bid manager?

NOTES

Contact Proof Communications : Call 1300 776 637 or visit proofcommunications.com.au

COMMITMENT TO TENDER

THINK BEFORE YOU BID
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