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DealdCO0D What This Module Is About
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This module introduces the full process of bid preparation and presentation in structured
procurement and funding procedures.

You will learn how organisations:

Decide whether to apply for a tender or call

Understand tender structure and documentation
Meet mandatory and compliance requirements
Structure and write a clear technical bid

Integrate social value in a credible and measurable way
Manage submission procedures correctly

Review bids and learn from practical cases

The module follows the real lifecycle of a bid, from first analysis to final review.
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DealdCO0D How This Module Works
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Each learning unit follows the same logic:

1. Input — key concepts and frameworks

2. Reflection — understanding risks and decisions
3. Practice — exercises and case work

4. Discussion & Review — learning from application

This ensures learning is practical, applied, and transferable.
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Deal4GCO0D MODULE STRUCTURE
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1LU Introduction to Bid Preparation and Presentation
2LU Tender Structure & Documentation

3LU Compliance & Mandatory Requirements

4LV Structuring the Technical Bid

5LU Preparing Clear Bid Content

6LU Social Value in Bid Preparation

7LU Tender Submission Procedures

8LU Practical Case & Review
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Deal4GO0D
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Introduction to Bid Preparation and

Presentation

1LU

This learning unit introduces the key concepts, logic, and importance of bid preparation and presentation in
public procurement procedures and other competitive tendering processes. It also familiarises learners with
the basic stages of procurement procedures and the role of electronic procurement platforms used in EU
Member States.
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Deal4CO0D Learning Objectives
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By the end of this learning unit, you will understand:

what bid preparation and presentation mean;

why bid preparation is important in public procurement;
how bids are evaluated in general;

why compliance, competitiveness, and clarity matter;
how bid preparation fits into a structured process.

This slide helps learners:

e know what to expect,

e focus on key concepts,

e follow the logic of the unit
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Deal4CO0D What is bid preparation?
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Bid preparation is the process of developing a formal and structured offer in response
to a tender, call for proposals, or request for quotation issued by a contracting
authority or a client. It is used in public procurement, EU-funded programmes, and large
corporate purchasing procedures to ensure transparency, fairness, and competition.

Bid preparation is not limited to filling in forms or collecting documents. It is a professional
activity that combines analysis, compliance, technical planning, financial calculation, and
clear written communication. Through a bid, an organisation explains how it will meet
specific requirements, deliver the expected results, and manage risks responsibly.

Because bids are evaluated comparatively, their quality directly influences whether an
organisation is selected or excluded. For this reason, bid preparation is a strategic
competence, not an administrative task.
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Deal4CO0D Why bid preparation matters
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 Participation in procurement procedures provides access to contracts
and funding opportunities.

* Public procurement follows structured and regulated procedures.

« Bidders must meet the selection criteria defined in the tender
documentation (e.g. financial capacity, technical capability, experience).

* A well-prepared bid demonstrates capacity, compliance, and
understanding of the contracting authority’s needs.

* Incomplete or poorly aligned bids may lead to lower scores or
exclusion.

Accurate, structured, and clear bid preparation significantly increases

the chances of success.
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Deal4CO0D Bid preparation in public procurement
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In public procurement, bid preparation takes place within a strict legal and procedural
framework. This framework defines how tenders are published, how bids must be
submitted, and how they are evaluated. All bidders are subject to the same rules in order to
ensure transparency, equal treatment, and non-discrimination.

As a result, bid preparation in public procurement is not a sales exercise. Creativity and
innovation are allowed only when they respond directly to the requirements set out in the
tender documents. Formats, templates, deadlines, and submission procedures must be
respected exactly.

Understanding this regulatory context is essential. Organisations that treat bid preparation
as an informal or flexible process often fail, regardless of the quality of their ideas.
Successful bidders learn to work within the rules, not against them.
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DealdCO0D Video: What is Public Procurement?

Purpose of the video:

WHA ' 'S To provide a clear,
accessible overview of
Rocu EM E ' procurement as a

process and to help
learners understand

. where bid
n
i preparation fits within
[ / the wider
/|

procurement cycle.

EXPLAINED

Public Procurement Explained. (n.d.). Public procurement explained [Video]. YouTube.
https://www.youtube.com/watch?v=ZCIlJQJRw6xw
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Deal4CO0D What a bid really is
,.‘,&"\ .

A bid is often misunderstood as a collection of documents assembled to meet formal
requirements. In reality, a bid is a structured response to a defined problem or need,
presented within a specific legal and procedural context.

A bid brings together factual information, commitments, methodologies, and evidence into
one coherent offer. Each part of the bid — administrative forms, technical descriptions, and
financial tables — contributes to a single message: that the organisation is capable,
compliant, and suitable for the contract.

Effective bid preparation therefore begins with understanding the problem the
contracting authority is trying to solve. Writing starts only after this analysis is complete.
When bids lack coherence, it is usually because this analytical step was rushed or ignored.
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Deal4CC0D

What evaluators look for
S

When evaluating a bid, contracting authorities usually want clear answers to four questions:

1. Eligibility and compliance - Are all mandatory requirements fulfilled?
2. Understanding - Does the bidder correctly understand what is required?
3. Delivery capacity - Can the bidder deliver effectively and reliably?
4. Value for money - Is the proposed solution worth the cost?

A strong bid is structured to answer these questions directly and clearly.
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Deal4CO0D Three key dimensions of a strong bid

%"\ -

Every successful bid balances three key dimensions:

Clarity Compliance
e Compliance — meeting all legal and procedural "t fdhering to al
reqU|rementS to understand and procedural
assess = requnrements
N | = Ed
e Competitiveness — performing well compared to
other bids
Successful
Bid
e Clarity — making information easy to understand
and assess
If one of these dimensions is missing, the bid is =
unlikely to succeed, regardless of technical quality. &=

Performing well
compared to other
bids

Co-funded by
the European Union




Deal4CO0D Compliance comes first
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In most public procurement procedures, bids are checked for formal compliance before
any quality evaluation takes place. This means that administrative accuracy is a
prerequisite for success.

Missing documents, incorrect formats, missing signatures, or late submission can lead to
automatic exclusion. At this stage, evaluators do not assess technical quality or innovation.
The bid is simply removed from the process.

This makes compliance a critical responsibility shared by everyone involved in bid
preparation. Strong organisations develop internal checklists and review procedures to
reduce the risk of avoidable errors.
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Deal4CO0D The bid lifecycle
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Bid preparation follows a lifecycle with clearly identifiable stages. It begins with opportunity
identification, where organisations monitor procurement portals or funding programmes
and identify relevant opportunities. This is followed by a go / no-go decision, where the
organisation evaluates whether participation is realistic and worthwhile based on eligibility,
capacity, resources, and strategic priorities. The next stage is analysis, involving careful
review of tender documentation, evaluation criteria, and contractual requirements. Drafting
then transforms this analysis into structured bid content aligned with evaluation logic. Before
submission, bids undergo review and quality control to ensure compliance, consistency,
and completeness. After submission, the contracting authority proceeds with the formal
evaluation of bids according to the tender documentation and applicable procurement
rules. The evaluation typically includes verification of compliance, technical and financial
assessment, ranking of bidders, and a formal award decision.Understanding this lifecycle
helps organisations manage time, risks, and internal coordination more effectively.
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Deal4CO0D Example of a National Procurement System
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Public procurement procedures in EU Member States are implemented through national
legislation and electronic procurement platforms.

For example, in Bulgaria, procurement procedures are governed by the Public
Procurement Act (ZOP) and managed through the Centralised Automated Information
System for Electronic Public Procurement (CAIS EOP).

Within such national platforms, the lifecycle of a bid typically includes:

* Preparation and electronic submission of bids

* Opening of bids by an evaluation committee

« Verification of compliance with tender requirements

» Technical and financial evaluation

* Ranking of bidders

 Award decision and contract signature

These structured procedures ensure transparency, competition, and equal treatment in
public procurement.
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DealdCO0D Examples of National E-Procurement Platforms in the EU
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Public procurement procedures in EU Member States are managed through national electronic procurement
platforms where contracting authorities publish tenders and economic operators submit bids.
Examples include:

Bulgaria CAIS EOP (Centralised Automated Information System for Electronic Public Procurement)
Spain Plataforma de Contrataciéon del Sector Publico

Italy MEPA / Acquisti in Rete (Mercato Elettronico della Pubblica Amministrazione)

Germany Vergabeplattform / Bund.de e-procurement portals

Greece ESIDIS (National Electronic Public Procurement System)

Greece ePPS (Electronic Public Procurement System)

Romania SEAP / SICAP (Electronic Public Procurement System)

Cyprus eProcurement System of the Republic of Cyprus

These platforms ensure transparent publication of tenders, electronic submission of bids, and equal access
for economic operators.
When procurement exceeds EU financial thresholds, notices must also be published in the Official Journal of

the European Union via TED (Tenders Electronic Daily).
Co-funded by
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DealdCO0D Exercise: Go / No-Go decision
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In small groups, discuss the following questions
before deciding whether to participate in a tender:
* Is the organisation eligible according to the
tender requirements?

* Do we have the necessary experience and
technical capacity?

 Are the financial and operational risks
acceptable?

* Do we have sufficient resources and time to
prepare a competitive bid?

* |s the probability of success realistic?
Purpose of the exercise:

To understand that bid preparation begins with
strategic decision-making, not only with writing.
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Deal4C0O0D Mind Map: Bid Preparation as a Structured Process

Calls for propr_‘-sais) > ODD_O(T.UF_NI‘/ (GO / No-Go Decnsion) —_— (Capacity & resources)
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(Complianoe check) Platform rules
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Deadlines

Submission

N
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Confirmation
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DealdCO0D Structure and evidence

A good bid is:

e clearly structured,
e aligned with evaluation criteria,

e supported by evidence.

Evidence may include experience, CVs,
certificates, methodologies, or indicators.
Claims without evidence are weak and
rarely score well.
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Deal4CO0D Video: Common Tendering Mistakes

Purpose of the
video:

To show what
bidders face in
practice and to
prepare learners for
LU2 — Tender
Structure &
Documentation.

Co-funded by
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Deal4CO0D Key messages from Learning Unit 1
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e Bid preparation is a structured and regulated professional process.
e Compliance, competitiveness, and clarity are equally important.
e Strong bids start with analysis, not writing.

e Bid preparation is a skill that improves through learning and practice.
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Deal4CC0D

Tender Structure & Documentation

2LU

This learning unit explains how tender documentation is structured, what types of administrative,
technical and financial requirements it contains, and why a clear structure is essential for

compliance, evaluation, and successful participation in procurement procedures.
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Deal4CO0D Learning objectives
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By the end of this learning unit, you will understand:

e why tender structure and documentation matter

e how tender documentation is typically structured

e the role of administrative, technical, and financial documents;
e how documentation affects compliance and scoring;

e how to manage tender documents effectively.
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Deal4CO0D Why tender structure and documentation matter
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Tender structure and documentation form the backbone of any procurement procedure.
Regardless of whether a tender concerns public procurement, EU-funded contracts, framework
agreements, or large private-sector purchases, structure and documentation determine how offers
are submitted, evaluated, and compared.

Even highly capable bidders can be excluded or poorly scored if their tender is incorrectly
structured, incomplete, or inconsistently documented. In regulated procurement environments,
tenders are not free-form proposals. They are formal responses to a predefined documentary
architecture established by the contracting authority.

This architecture reflects legal obligations, evaluation logic, and principles such as transparency,
equal treatment, and traceability. For bidders, understanding this structure is not optional. It directly
affects both compliance and scoring, making tender structure a strategic issue rather than a purely
administrative one.
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Deal4CO0D Tender structure follows evaluation logic
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Tender structure is driven by the way bids are evaluated. Contracting authorities must
be able to verify eligibility, assess quality, compare prices, and justify their decisions. To
enable this, tender documentation is divided into clearly defined sections that separate
different types of information.

Most tenders follow a high-level division into administrative, technical, and financial
documentation. This separation allows evaluators to assess each aspect independently
and consistently.

For bidders, this creates a sequential risk logic. If administrative documentation is
incorrect, the bid may be rejected without any quality assessment. If technical
documentation is weak, the bid may score poorly regardless of price. If financial
documentation is unclear, credibility and scoring may suffer. Understanding this logic helps
bidders prioritise effort and resources correctly.
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Deal4CO0OD Mind Map: Structure of a Tender Documentation and Evaluation Logic
4N\ s

7 Submission Rules

Adhering to digital platform | ®|

rules, file naming, and
deadlines.

6 Evaluation Logic

Understanding administrative 5@
checks, technical scoring, and

financial comparison.

Using mandatory formats and |_:EDJ

annex references without
modification.
q Financial
Documentation
Creating price schedules, cost 3]
breakdowns, and financial
consistency.

3 Technical

Documentation

Developing a methodology,
work plan, and team expertise.

2 Administrative
Documentation
Preparing legal identity, é:

eligibility criteria, and
declarations.

1 Tender Dossier

Gathering essential documents _Q
like contract notices and terms
of reference.
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Deal4CO0D Tender structure follows evaluation logic
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It is important to distinguish between tender documentation and the
procurement documentation.

Tender documentation is prepared by the contracting authority and defines the
requirements for participation in the procedure. It forms the basis for preparing a
bid and typically includes:

* instructions to tenderers

« technical specifications or terms of reference

« administrative requirements

* financial forms

e draft contract and annexes

The procurement documentation, on the other hand, is an internal file
maintained by the contracting authority containing all documents related to the

procurement procedure.
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Deal4CO0D Main parts of a tender documentation

Contract Notice :D:q
Most tender documentation include: Tnforms potential bidders =G>

about the tender
opportunity

e Contract notice or call description

Instructions to
MO0 Tenderers

e Instructions to tenderers Guides bidders on how to
bids
e Technical specifications or Terms of Reference Technical
Specifications | IEB

. . . Details the required
e Administrative requirements technical standords and

performance criteria

e Financial forms XY

Outlines the necessary

e Draft contract and annexes administrative procedures

Financial Forms

[

Provides templates for

Each document has a specific function and legal status financial proposals and

submissions

= Draft Contract

Presents the proposed
contract terms for review
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Deal4CO0D The administrative section: purpose
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The administrative section establishes the bidder’s legal identity, eligibility, and
compliance with formal requirements. In many procedures, it is checked first and acts as a
gatekeeper for the rest of the evaluation.

Typical administrative documents include declarations of honour, exclusion criteria
statements, legal registration documents, proof of financial standing, and confirmation of
professional capacity. In EU public procurement, this often involves the European Single
Procurement Document (ESPD), but similar declarations exist in other contexts.

The purpose of this section is not to assess quality, but to confirm that the bidder is legally
allowed to participate and capable of entering into a contract. Errors here are often fatal.
Missing signatures, outdated certificates, or inconsistent legal details can lead to exclusion
without correction, depending on the rules.
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Deal4CO0D Eligibility and exclusion documentation
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Eligibility and exclusion criteria protect contracting authorities from legal, financial, and
reputational risk. They ensure that bidders are solvent, professionally reliable, and compliant with
tax, social security, and legal obligations.

Documentation may include self-declarations at submission stage, followed by evidence from the
winning bidder. However, some procedures require full evidence from all bidders immediately.
Understanding which documents are required and when is therefore essential.

Exclusion criteria typically relate to criminal convictions, conflicts of interest, professional
misconduct, or non-payment of taxes. Eligibility criteria may include turnover thresholds,
insurance coverage, professional registrations, or minimum experience levels. Accuracy is critical:

claims must be supported by evidence, and uncertainties should be clarified early rather than
assumed.
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Deal4CO0D Technical documentation: purpose and structure
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The technical section is where the substantive evaluation takes place. It demonstrates
how the bidder understands the requirements and how they propose to deliver the
contract. Unlike administrative documentation, technical content is tailored to each
tender.

The structure of the technical offer is usually dictated by the technical specifications or
Terms of Reference. These documents define the scope of work, expected outputs,
performance standards, and sometimes the format of the response.

Bidders should mirror this structure as closely as possible. Doing so helps evaluators
locate information quickly and ensures that no requirement is overlooked. Reorganising
content according to an internal logic rather than the tender’s logic increases the risk of
gaps and misunderstandings.
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Deal4C0O0D Methodologies, work plans, and deliverables
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Many tenders require a methodology or work plan that demonstrates operational
understanding and project management capacity. This typically includes task
descriptions, timelines, milestones, roles, and responsibilities.

A common mistake is to submit generic methodologies that could apply to any project.
Evaluators look for specificity and clear links to the tender’s objectives, constraints, and
context. Reusing templates without adaptation often leads to lower scores.

Deliverables should be clearly defined and aligned with the contracting authority’s
expectations. Where flexibility exists, alternative structures may be proposed, but they
must be justified. Consistency between methodology, staffing, and budget is essential. If
the work plan suggests intensive effort but the resources do not match, feasibility may be
guestioned.
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Deal4CO0D Financial documentation: structure and transparency
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Technical documentation is strengthened by evidence. This includes references to
previous contracts, case studies, CVs of key experts, and descriptions of tools or
systems.

References should be selected strategically. Relevance is more important than size or
prestige. A smaller project closely aligned with the tender requirements may be more
valuable than a large but unrelated one.

CVs should be concise, consistent, and tailored to the evaluation criteria. Highlighting
directly relevant experience is far more effective than listing all past roles. Standardised
formats are often required, and deviations can result in penalties or exclusion.
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Deal4CO0D Financial documentation: structure and transparency
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The financial section presents pricing and cost information in the format required by the
contracting authority. This may include price schedules, cost breakdowns, unit prices, or
lump sums.

Financial documentation serves both evaluative and contractual purposes. During
evaluation, it allows contracting authorities to compare bids objectively. After award, it often
becomes part of the contract and forms the basis for payment.

Clarity and internal consistency are essential. Totals must match subtotals, and financial
figures must align with technical assumptions. Increasingly, contracting authorities also
expect transparency regarding cost structures and assumptions. Prices should be
realistic, sustainable, and defensible, as unrealistically low or inconsistent pricing can
undermine credibility or lead to rejection.
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Deal4CO0D Templates, annexes, and digital submission

Mandatory rules:
e use templates exactly as provided;
e do not change formats;
e reference annexes clearly.

e submission through national electronic
procurement platforms

Digital risks:

e incorrect file names;
e wrong upload sections;

e |ate submission.
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Deal4C0O0D Exercise: Mapping tender documentation
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Exercise

Participants receive a sample tender
documentation and:

e identify administrative, technical, and
financial documents:

e mark compliance-critical documents;

e discuss where risks of error are
highest.
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Deal4CO0D Key messages from Learning Unit 2
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e Tender structure reflects evaluation logic.
e Administrative, technical, and financial documents serve different purposes.
e Documentation errors are a major exclusion risk.

e Strategic document management improves compliance and scoring.
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Deal4CC0D

Compliance & Mandatory Requirements

3LU

This learning unit explains what compliance means in tendering, why mandatory requirements are
strictly enforced, and how bidders can manage compliance risks effectively throughout the bidding

process.
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Deal4CO0D Learning outcomes
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By the end of this learning unit, learners will be able to:

e explain the role of compliance in procurement;

e distinguish mandatory requirements from evaluative criteria;
e identify the main types of mandatory requirements;

e understand how non-compliance leads to exclusion;

e apply basic compliance risk management practices.
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DealdCOOD Compliance as the foundation of procurement success
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Compliance and mandatory requirements are the non-negotiable foundation of any
tendering process. In public procurement, EU-funded contracts, and highly regulated
private-sector procedures, compliance determines whether a bid is even allowed to
compete. Regardless of how innovative or cost-effective a proposal may be, failure to meet
mandatory requirements can result in immediate rejection without further evaluation.

Compliance is often misunderstood as a box-ticking exercise. In reality, it reflects
fundamental procurement principles such as legality, fairness, transparency, equal
treatment, and accountability. Mandatory requirements exist to ensure that all bidders
operate under the same rules and that public or corporate funds are awarded responsibly.
Understanding compliance as a structural safeguard, rather than an administrative burden,
is essential for successful bidding.
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Deal4C0O0D What compliance means in tenders
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In procurement, compliance refers to full and correct adherence to all requirements set
out in the tender documentation. These requirements may be legal, administrative,
technical, financial, or procedural. Compliance is assessed objectively: a requirement is
either met or not met.

Mandatory requirements are those that must be fulfiled for a bid to be considered
admissible. They are usually explicitly identified in the tender documents and linked to
eligibility, exclusion, or minimum qualification criteria. Non-compliance with mandatory
requirements typically leads to rejection, regardless of the bid’s quality. This distinguishes
compliance from quality evaluation, which is comparative and scored. Understanding this
binary nature of compliance is crucial for allocating effort correctly during bid preparation.
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Deal4CO0D Why mandatory requirements exist
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Mandatory requirements are rooted in procurement law and governance principles.
Contracting authorities must be able to demonstrate that procurement procedures are
lawful, fair, and defensible in case of audit, review, or legal challenge. Mandatory
requirements provide objective thresholds that apply equally to all bidders.

They also protect contracting authorities from risk. By verifying legal standing, financial
stability, professional capacity, and ethical conduct, authorities reduce the likelihood of
contract failure, fraud, or reputational damage. Procedurally, mandatory requirements
simplify evaluation by filtering out non-compliant bids early, allowing evaluators to focus on
quality and price. This is particularly important in procedures with many submissions.
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the European Union




Deal4CO0D Types of mandatory requirements

i
0,"
Eligibility Requirements
_ _ _ _ _ ( gC\D Ensure we meet the basic criteria to
Mandatory requirements typically fall into five categories: participate.
e Eligibility requirements Exclusion Criteria
( @ Verify we are not excluded due to
. D ti :
e Exclusion criteria pastisstes
~ Administrative
e Administrative requirements \s% =1 Requirements
—
< @ Confirm all necessary documents are
® Minimum technical requirements Sumitted comecty.
Mini i - ] ¢ Minimum Technical
® Inimum rinanciail requirements '
q . il\é Requirements
Demonstrate we have the necessary
o .. ) technical capabilities.
% Key distinction:
Mandatory = admISSIbIIIty Minimum Financial
Evaluative = scoring . @J Requirements

Show we have the financial stability
to complete the project.
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Deal4CO0D Eligibility requirements and legal standing
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Eligibility requirements confirm that a bidder is a legally recognised entity capable of
entering into a contract. Documentation wusually includes company registration
certificates, statutes, or equivalent legal documents. In some procedures, eligibility may
also depend on specific status, such as being an SME, a non-profit organisation, or a
licensed professional.

Errors in eligibility documentation are among the most common causes of exclusion.
These errors often arise from outdated documents, inconsistencies between registered and
declared information, or incorrect assumptions about eligibility conditions. Careful
verification against official registers and tender instructions is therefore essential.
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Deal4CG0D Exclusion criteria and declarations of honour
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Exclusion criteria aim to ensure ethical and lawful participation in procurement. They
typically cover criminal convictions, corruption, fraud, money laundering, child labour,
and similar serious offences. Additional grounds may include insolvency, conflicts of interest,
or grave professional misconduct.

In many procedures, bidders initially submit self-declarations or declarations of honour
confirming that exclusion grounds do not apply. Supporting evidence is often requested only
from the winning bidder. However, false declarations can lead to exclusion, contract
termination, and future ineligibility. Honesty and diligence are therefore essential when
completing exclusion-related documentation.
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Deal4CO0D Administrative compliance: common risks
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Common administrative mandatory

requirements include:

use of specific templates;

submission of all required annexes;
authorised signatures;

correct language and currency;

compliance with formats and page limits;
submission before the exact deadline

), Administrative non-compliance is one ¢
the most frequent reasons for rejection.
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DealdCO0D Deadlines and submission rules
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Deadlines are absolute mandatory requirements. Late submissions are almost universally
rejected, regardless of reason. This strictness reflects the principle of equal treatment:
allowing one bidder additional time would be unfair to others.

Digital procurement platforms reinforce this rigidity. Once a deadline passes, systems
automatically block submissions. Technical problems on the bidder’'s side are rarely
accepted as valid excuses. Bidders should therefore treat deadlines as critical risk points
and establish internal submission deadlines well before the official deadline to allow for

checks and contingencies.
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Deal4CO0D Minimum technical and financial requirements
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Minimum technical requirements:

® experience thresholds;
e staffing or certification requirements;
® baseline methodologies.

Minimum financial requirements:

® turnover thresholds;
® financial ratios;
® insurance coverage.

v These requirements are binary, not scored
v Evidence must be clear and sufficient
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Deal4CO0D Exercise: Compliance risk identification

Exercise
Participants review a sample tender and:

e identify mandatory requirements;
e classify them by type;

e discuss which pose the highest risk of exclusion.

Purpose:
To practice recognising compliance-critical elements.
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Deal4CO0D Compliance management and quality control
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Effective compliance management requires systematic internal processes. Successful
organisations use compliance checklists aligned with tender requirements and assign
clear responsibilities for verification. Internal reviews should include verification of
mandatory documents, consistency checks, confirmation of signatures, and cross-checks
between technical, financial, and administrative content.

A final compliance review independent of content drafting is considered best practice.
This separation reduces the risk that errors are overlooked due to familiarity or time
pressure. Treating compliance as a distinct control function significantly reduces
exclusion risk.

Co-funded by
the European Union




Deal4CO0D Key messages from Learning Unit 3
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e Compliance is a gatekeeper, not a scoring factor.
e Mandatory requirements are absolute and binary.

e Administrative errors are a major exclusion risk.

e Systematic compliance management increases credibility and success.
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Structuring the Technical Bid

4LU

This learning unit explains how to structure the technical bid in a way that aligns with tender

requirements and evaluation criteria, supports clear assessment, and maximises scoring potential.
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Deal4CO0D Learning outcomes
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By the end of this learning unit, learners will be able to:

e explain the role of the technical bid in tender evaluation;
e understand the evaluator’s perspective;

e align technical structure with evaluation criteria;

e design a clear, consistent technical bid structure;

e avoid common structuring mistakes.
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DealdGCO0D The role of the technical bid
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The technical bid is the core substantive component of a tender. While administrative
documentation determines admissibility and financial documentation addresses price, the
technical bid explains how and why a bidder is capable of delivering the contract
successfully. It is the primary basis on which quality is assessed and scored, and in many
procurement procedures it carries the highest weighting.

Structuring the technical bid is therefore not a purely editorial task. It is a strategic activity
that directly affects evaluation outcomes. A well-structured technical bid enables evaluators
to identify compliance with requirements, assess quality efficiently, and compare offers
objectively. Conversely, a poorly structured technical bid can obscure strengths, create
confusion, and lead to lower scores, even when the proposed solution is technically sound.
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Deal4CO0D Purpose of the technical bid
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The technical bid serves three interconnected purposes. First, it demonstrates the bidder’s
understanding of the contracting authority’s needs, objectives, and constraints. Second,
it explains the proposed solution in a clear, feasible, and credible way. Third, it proves
delivery capability through evidence, experience, and resources.

Unlike marketing material, the technical bid is not designed to persuade emotionally. It is
designed to enable structured assessment against predefined evaluation criteria.
Evaluators must be able to justify their scores based on what is written. If compliance,
quality, or added value are not stated explicitly and clearly, they effectively do not exist for
scoring purposes. Explicitness is therefore a fundamental structuring principle.
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Deal4CO0D The evaluator’s perspective
,.‘,&"\ .

Effective structuring begins with adopting the evaluator’s perspective. Evaluators typically
assess multiple bids under time pressure and must justify their scores in written evaluation
reports. They follow the evaluation criteria strictly and are discouraged from interpreting or
extrapolating beyond what is provided.

From this perspective, a strong technical structure mirrors the evaluation criteria, makes
compliance explicit, avoids unnecessary narrative detours, and uses clear headings,
numbering, and cross-references. Structuring the technical bid according to internal
company logic rather than evaluation logic is one of the most common and damaging
mistakes in tendering.
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the European Union




Deal4C0O0D Analysing and mapping tender requirements

Before structuring begins, bidders should
analyse:

e Terms of Reference or technical
specifications;
evaluation criteria and scoring weights;
e instructions to tenderers;
e templates and page limits.

Best practice:
Create a requirements matrix mapping every
requirement to a section of the technical bid.
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Deal4CO0D Aligning structure with evaluation criteria
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In most tenders, technical evaluation criteria are explicitly defined and weighted. Typical
criteria include understanding of the assignment, methodology, work plan, team
expertise, and quality assurance.

The technical bid should follow these criteria in the exact order used by evaluators. Each
criterion should correspond to a clearly labelled section, with sub-sections reflecting
sub-criteria where applicable. This approach ensures that evaluators can easily locate
responses and score them consistently.

When bidders scatter responses across the document or reorganise content according to
internal preferences, evaluators may miss information or penalise the bid for lack of clarity.
Alignment with evaluation logic is therefore essential for effective structuring.
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Deal4C0O0D Making compliance visible in the structure
%"\ .

Technical compliance is often assessed alongside qualitative scoring. Bidders must
therefore make compliance visible and unmistakable within the structure of the technical
bid.

Effective techniques include explicitly restating requirements, using the same terminology
as the tender documents, and clearly labelling sections as responses to specific criteria.
Ambiguous language should be avoided.

A widely used and effective pattern iS:

Requirement — Response — Evidence.
This structure reassures evaluators that the bidder has read, understood, and responded
directly to what is requested.
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Most technical bids include:

e understanding of the assignment;
e methodology and technical approach;

e work plan, timeline, and deliverables;

Typical core sections of a technical bid

Quality
Assurance and
Risk
Management

Robust processes
to ensure quality
and mitigate risks.

Work Plan and
Deliverables

Detailed schedule
and tangible

e team composition and expertise; outcomes.

Understanding

e quality assurance and risk management; of Assignment

Clear grasp of
project goals and

e communication and coordination. chlscves.

S

@D
oo

(2

Communication
and
Coordination
Effective
collaboration and

information
exchange.

Team
Composition
and Expertise
Skilled
professionals with

relevant
experience.

[gg Methodology

~ and Approach

Innovative
strategies for
project execution.
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Deal4CO0D Integrating evidence without overload
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Evidence is essential to support claims, but it must be integrated strategically. Overloading
the main technical narrative with detailed CVs or case studies can disrupt flow and
reduce readability.

Best practice is to summarise evidence in the main text and refer clearly to annexes for
detailed documentation. Annexes should always be explicitly cross-referenced. Evaluators
are not required to search for information in annexes. If evidence is not clearly signposted in
the main structure, it may be ignored for scoring purposes.
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Deal4CO0D Readability and internal consistency
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Effective structuring also supports readability:

clear headings and numbering;

logical progression from general to specific;
tables for complex information;

avoidance of  unnecessary repetition.

Consistency checks should confirm:

e tasks align with work plans;
e experts are assigned responsibilities;
e deliverables are scheduled and evidenced.
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Deal4CO0D Structuring under page limits

When page limits apply:

® prioritise scored criteria;
e avoid duplication;

. ® use concise language;

e replace narrative with tables where possible.

Good structure under page limits signals
discipline and professionalism.
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Deal4CO0D Exercise: Structuring a technical bid

Exercise
Participants receive evaluation criteria and:

e propose a technical bid structure;

e map criteria to sections;

e discuss how structure supports scoring.

Purpose:
To practice evaluator-oriented structuring.
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Deal4CO0D Key messages from Learning Unit 4
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The technical bid is the main quality-scored component.
Structure must mirror evaluation criteria.

Explicit compliance improves scoring.

Clear structure reduces evaluator effort and risk.

Good structuring is a competitive advantage.
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Preparing Clear Bid Content

5LU

This learning unit explains how bidders prepare clear and well-structured bid content in accordance
with the templates and requirements defined in the tender documentation, ensuring that the

information provided is easy for evaluators to assess against the established evaluation criteria.
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Deal4CO0D Learning outcomes
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By the end of this learning unit, learners will be able to:

e explain why clarity directly affects bid success;

e understand how evaluators read and assess content;
e write explicit, evaluator-oriented bid text;

e structure paragraphs and sections for clarity;

e avoid common clarity-related mistakes.
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Deal4CO0D Why clarity decides bid success
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Composing clear bid content is one of the most decisive factors in tender
success. In competitive procurement procedures, bids rarely fail because the
bidder lacks technical capacity. More often, they fail or score poorly because the
content is unclear, confusing, inconsistent, or difficult to assess. Clarity directly
Impacts scoring, compliance, and credibility.

Evaluators work under time pressure, assess multiple bids, and must
justify every score. They cannot infer meaning or “give the benefit of the
doubt.” If something is not clearly stated, it cannot be scored positively. In
this context, clarity bridges competence and recognition.

Important note:

Bids are not written freely. They must follow predefined templates provided
by the contracting authority. Narrative sections like methodology or risk

assessment must be aligned with predefined evaluation criteria.
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Deal4CO0D Clarity as a functional requirement
%"\ .

Clarity in bid writing is not about elegance or creativity. It is about functionality. A clear bid
allows evaluators to verify compliance, assess quality, and compare offers efficiently and
objectively. Unclear content increases cognitive effort, introduces uncertainty, and raises
the risk of negative scoring.

From an evaluator’s perspective, clarity reduces risk. Clear bids are easier to defend in
evaluation reports, audits, or legal challenges. This is why clarity is closely linked to
credibility and trust. A bidder that writes clearly signals professionalism, discipline, and
respect for the procurement process.
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Deal4CO0D What “clear” means in bid writing
,.‘,&"\ .

Clear bid content allows evaluators to immediately understand what is proposed, how it
will be delivered, who is responsible, when activities will take place, and how risks and
requirements are addressed. Clear writing leaves no room for interpretation or assumption.

Clarity also means predictability. The structure and logic of the bid should match the
evaluation framework. Evaluators should not be surprised by unexpected digressions,
unclear references, or missing links between sections. If evaluators must search for
information or guess whether a requirement is fulfilled, clarity has failed.
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Deal4CO0D Clarity begins before writing

Many clarity problems originate before drafting
begins.

Common causes include:

e incomplete understanding of requirements;
e unclear internal roles;

e mixing compliance, technical, and commercial
content;

e writing before structure is finalised.

Clarity must be designed, from the beginning, not
added later.
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Deal4CO0D Writing with evaluation criteria in mind
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The most important principle of clear bid content is alignment with evaluation criteria.
Evaluators score against criteria, not general impressions. Clear content therefore
addresses each criterion explicitly, uses the same terminology as the tender documents,
and follows the same order as the evaluation matrix.

A powerful technique is to make the link between content and criteria unmistakable.
Sections can be named after criteria, subheadings can reference criteria directly, and
paragraphs can be structured to answer one criterion at a time. When evaluators can
immediately see “this text answers this criterion,” clarity is achieved and scoring becomes
easier and more reliable.
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Deal4CO0D The discipline of explicitness
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In everyday professional communication, much information is left implicit. In bid writing,
implicit information is effectively invisible. Clear bid content is explicit about
responsibilities, processes, deliverables, compliance, and outcomes.

Vague expressions such as “we will ensure” or “we aim to” are weaker than explicit
statements such as “the Project Manager will implement X by applying Y using Z.” Explicit
language reduces ambiguity, strengthens credibility, and supports objective evaluation. If
compliance or value is not clearly stated, it cannot be assumed.
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An effective paragraph structure in
bids:

1. Topic sentence - what this
paragraph addresses

2. Explanation — how the approach
works

3. Application — how it applies to
this tender

4. Evidence or outcome — why it is

feasible or valuable

. Avoid
paragraphs.

long, multi-purpose

Structuring paragraphs for clarity

Topic Sentence

Clearly state the paragraph's
focus

Explanation

Describe the approach or
method

Application

Connect the approach to
the tender

Evidence/Outcome

Provide proof of feasibility
or value
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Deal4CO0D Language choices that enhance clarity
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Clear bid language is precise, neutral, and professional. It avoids exaggerated claims
and abstract expressions. Effective bid language typically uses active voice, specific
verbs, consistent terminology, and measurable statements.

For example:
e Unclear: “A strong methodology will be applied.”

e Clear: “The methodology described in Section 3.2 will be applied, consisting of four
sequential phases with defined outputs.”

Precision reduces interpretation risk and supports defensible scoring. Evaluators should
never need to guess what a statement means.
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Deal4C0O0D Managing complexity and using visuals

) ) Linking
To manage complex information: concepts to
. Using tables for concrete
e break concepts into steps or phases; tasks R — actions
L use tab|eS or dlagramS Where Organizes simple — Links complex
. ks effectivel e ibl
allowed; | sl ® Zé\k e e
o exp|a|n acronyms at f”"St use’ productivity. maximum impact.
e link concepts to concrete actions.

- e e e e e e e ek e

Tables are especially useful for.
e tasks; | —
o roles; Explaining B |/ Breaking
® risks; acronyms at / @ ~ concepts into
e deliverables: e lH ‘1 |/ S>® seps
1 I Clarifies basi N~ -~/ | Simplifi |
e compliance mapping. e o Improve | ideas bt may not.
understanding lead to immediate
without significant results.
impact.
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Deal4CO0D Consistency and clarity checks

Consistency strengthens clarity:

e same terminology throughout;
e consistent task and role names;
e aligned timelines and deliverables;

e no conftradictions between sections.

Consistency checks should be part of
formal review.
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Deal4CO0D Exercise: Improving clarity

Participants review a short bid extract
and:

e identify unclear statements;
e rewrite them explicitly;

e align them with a specific evaluation
criterion.

Purpose:
To practice clarity-focused rewriting.
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Deal4CO0D Key messages from Learning Unit 5
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e Clarity directly affects scoring and credibility.

e Evaluators rely only on explicit written content.
e Alignment with criteria is essential.

e Explicit, consistent language reduces risk.

e Clear content makes value visible.
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Social Value in Bid Preparation

6LU

This learning unit explains how social considerations can be reflected in public procurement
procedures and tender responses, including the use of social criteria and mechanisms such

as reserved contracts for social enterprises.
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Deal4CO0D Learning outcomes
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By the end of this learning unit, learners will be able to:

understand how social considerations can be included in procurement
procedures;

identify situations where social criteria may appear in tenders;
understand mechanisms such as reserved contracts for social enterprises;

respond appropriately when social requirements are part of a tender.
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Deal4CO0D Why social value matters
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Social value has become an important element of modern public
procurement.

Contracting authorities increasingly define value for money not only in
terms of price and technical quality, but also in terms of wider social,
economic, and environmental benefits generated through a
contract.

For bidders, this represents both an opportunity and a risk.
Well-designed social value commitments can differentiate bids in
competitive procedures. Generic or poorly articulated commitments,
however, can undermine credibility and score poorly.

Social value is not about good intentions; it is about relevant,
deliverable, and measurable impact aligned with the contracting
authority’s objectives.
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B the European Union




Deal4CO0D What social value means in procurement
%"\ .

In public procurement, social value refers to positive outcomes that go
beyond the basic delivery of the contract.
These outcomes may relate to:

 employment and skills development
 inclusion and equality

« community wellbeing

* environmental sustainability
 ethical practices

 local economic development

Social value is always assessed within a framework defined by the
contracting authority, which specifies relevant outcomes, assessment
methods, and required evidence.

RN Co-funded by
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Social value may appear in different forms
within a tender evaluation framework:a
scored evaluation criterion;

e as a scored evaluation criterion;

e as a minimum or mandatory
requirement;

e as part of technical quality or
sustainability criteria;

e as a contract performance obligation.

& Key point:
Its position in the evaluation framework
determines how bidders should respond..

Social value in tender evaluation

1

Scored
Evaluation
Criterion

High impact
despite low
integration,
influencing bidder
strategy.

Low integration
and impact,
serving as a basic
compliance check.

5

2

Contractual
Performance
Obligation
Ensures high social
value impact

through integrated
contractual terms.

High integration
but limited impact,
enhancing
technical quality.
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Deal4CO0D Scored vs mandatory social value
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When social value is scored, bidders compete on the quality and
credibility of their proposals. Clear and well-structured social value
commitments can significantly improve overall scores. When social value is
mandatory, failure to meet requirements may result in rejection or
penalties, while simply meeting them may not provide additional scoring
advantage. Some tenders combine both approaches, so bid teams must
identify which model applies and structure their response accordingly.
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Environmental

Typical themes include: Benefits

Contributes to

_ ntriby
e employment and skills S“;Z;'Q;Z‘S;ﬁ,";’.

development; resources
® inclusion and equality;
® local economic impact;

® community engagement;

Encourages active

. . participation and
® environmental benefits. collaboration within

communities

The relevance of each theme
depends on the objectives defined
by the contracting authority.

Common social value themes

U

\"\ /
\\

Local Economic
Impact
Aims to boost local

economies through job
creation and investment

Employment and
Skills
Development
Focuses on creating job
opportunities and

enhancing workforce
capabilities

Inclusion and
Equality
Promotes fairness and

equal opportunities for
all individuals
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Deal4CO0D Relevance and proportionality
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Relevance and proportionality are the core principles of effective social value responses.
Commitments must be logically linked to the contract scope and address local or
sector-specific needs. Generic initiatives unrelated to the contract rarely score well.

Proportionality requires that commitments are realistic given the contract’s size,
duration, and value. Overly ambitious promises may raise concerns about feasibility and
credibility. High-quality social value responses balance ambition with deliverability.
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Deal4GO0D From intention to action
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Evaluators clearly distinguish between general intentions and concrete commitments..
Statements such as “we aim to support the community” have little value in tender evaluation
unless they are translated into specific, verifiable actions linked to the contract.

Effective social value content should clearly specify:
what concrete actions will be implemented;
who is responsible for their delivery;
when the actions will take place during the contract;
how the results will be measured or evidenced.

This approach follows the same logic used in technical bid preparation, where commitments
must be clear, structured, and aligned with evaluation criteria.
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Deal4CO0D Structuring the social value response

A clear social value response @20 Pjectives
. . The ultimate goals of the project
structure typically includes: et gesis et the el
« understanding of contracting
. . . Actions
aUthorIty ObjeCtlves Steps to achieve the objectives
« proposed actions and activities
 identified target groups (&), oot oo
* indicators and measurement ‘ Beneficiaries of the project
methods

e governance and & Indicators

Measures of project success

responsibilities
A structured response helps
evaluators quickly understand how
commitments will be delivered.

Framework for project management
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Deal4GO0D Measurement and evidence

Measurable commitments
strengthen credibility and reduce
delivery risk. Measurement is central
to credible social value bids.
Contracting authorities increasingly
expect:

* clear indicators

 realistic targets

« defined reporting mechanisms
Where possible, bidders should
reference past performance as
evidence of their delivery
capability. Measurable
commitments strengthen credibility
and reduce delivery risk.
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Common weaknesses include:

® generic commitments;
e |ack of measurable targets;
e poor local relevance;

® copy-paste content;

Generic

® over-promising. Commitments

Fails to resonate
These issues often reduce credibility ik needs
and may negatively affect evaluation
scores.

Common pitfalls

Weaknesses Undermine Effectiveness

oA Y -
St m_me.-m—-—

- -
- -
e e e —-—-

-
---

-
Sy

- -
T S m- wm-"

Poor Local
Relevance
Disconnects from

communities
served

Difficult to assess
progress

Over-
Promising

Sets unrealistic
expectations

Copy-Paste
Content

Lacks originality
and engagement
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Deal4CO0D Social value as a delivery obligation

Social value commitments often
become contractual obligations.
Failure to deliver can lead to
penalties or reputational damage.
Bid teams should therefore involve
delivery managers and define clear
governance and reporting
arrangements. Credible social
value is aligned with operational
reality.

designed by '@ freepik
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Deal4CO0D Key messages from Learning Unit 6
,.‘,&"\ .

o Social value is an important element of modern public
procurement.

o Relevance and proportionality are essential.

o Concrete actions matter more than general intentions.

« Measurement and credible delivery are critical.

o Strong social value responses can strengthen competitiveness
In tenders.

Co-funded by
the European Union




Deal4GO0D

%"\ -

Tender Submission Procedures

/LU

This learning unit explains why submission procedures are critical, how they work, and how

submission risks can be managed effectively.
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Deal4CO0D Learning outcomes
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By the end of this learning unit, learners will be able to:

. explain why submission procedures are strictly enforced;
. identify mandatory submission rules;
. Mmanage electronic submission risks;

. apply best practices for compliant submission.
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Deal4C0O0D Why submission procedures are critical
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Tender submission is the final and most unforgiving stage of the bidding process. At this
point, quality, innovation, and price no longer compensate for procedural errors. A bid that
is late, incomplete, incorrectly uploaded, or submitted contrary to instructions is typically
rejected without evaluation.

Submission procedures are designed to protect transparency, equal treatment, and
legal certainty. They leave little or no discretion to contracting authorities. Even minor
deviations can invalidate a bid. For this reason, submission must be treated as a
mission-critical process, not as an administrative afterthought. Successful bidders plan
submission carefully, assign clear responsibilities, and manage risks proactively.
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Deal4GO0D Video: How an Online Tender Submission Works

This video
demonstrates a
typical electronic
tender submission
process, including

platform navigation,
document upload,
and final confirmation.

Observe how
procedural accuracy
becomes critical at
this stage and where
errors could lead to
automatic rejection.

Co-funded by
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Deal4CO0D Purpose of formal submission procedures

Submission rules ensure that:

o all bidders are treated equally;

® deadlines are enforced objectively;

® submissions cannot be altered after
receipt;

® procurement decisions are legally
defensible.

EQUALITY 2

o Key point:
Submission procedures protect both the
authority and bidders.
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Deal4CO0D Submission instructions are mandatory
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Submission instructions are legally binding. They define how, where, and when a bid
must be submitted. Contracting authorities are usually prohibited from accepting
non-compliant submissions, even when errors seem minor or unintentional.

Typical instructions cover submission method, deadline, platform, file formats, naming
conventions, signatures, and confirmation steps. Failure to follow any of these
instructions can result in automatic rejection. Bidders must therefore read and apply
submission instructions with the same care as eligibility or compliance requirements.
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Deal4CO0D Physical vs electronic submission

Which submission method
shovuld be used?

Physical submission

e sealed envelopes: [D ,f\
O

e delivery risks; =]

e Electronic
Submission

e proof of receipt required. e

P PLTeq Physical it
Submission platforms with

automated

. . - Invol led in v
Electronic submission hvslones und B el
delivery risks, compliance risks.

requiring proof of
e e-procurement platforms; receipt.

e automated deadline enforcement;

e technical compliance risks.
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Deal4C0O0D Understanding e-procurement platforms

%"\ .
Online Procurement E-procurement platforms standardise submission

and enforce procedural rules automatically. They
manage document access, apply deadlines, and
generate audit trails. Each platform has its own
interface, logic, and constraints.

Assuming all platforms work the same way is a
common and costly mistake. Bidders must
familiarise themselves with platform structure,
upload steps, confirmation mechanisms, and
technical limits well before submission day.
Platform knowledge is a submission risk-control
measure.
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Deal4CO0D Registration and access management

Key steps include:

e early platform
registration; Early Platform Registration

e user role assignment;

e access rights definition: X User Role Assignment

e submission authority

_ : Access Rights Definition
designation.

& Best practice: only one final Submission Authority Designation

uploader.

AN
> @ po Mo
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Deal4CG0D File structure and version control
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Submission failures often result from version confusion
rather than content errors. Multiple drafts, last-minute
changes, and unclear file naming increase risk.

Best practice includes freezing content before
submission, assigning a final submission version,
locking files, and using a structured naming convention.
Treat submission as irreversible: once uploaded,
documents are usually final and cannot be corrected.
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Deal4CO0D Digital signatures and encryption
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May be required for: Is a digital signature required for the document?
. declarations; -
=| Declarati
. financial offers; <£j eclaration

Financial Offer (Sa—@>

<[5;(:) Full Submission

. full submissions.

)\ Incorrect application can invalidate documents.
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Deadlines and time-zone risks

Submission deadlines are absolute and
enforced automatically. Platforms apply official
time zones and often require final
confirmation before the cut-off. Uploading
large files close to the deadline is a major risk.

Internal deadlines should always be set earlier
than the official deadline to allow for technical
checks and contingencies. Treat the deadline
as a hard stop, not a target.
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DealdCO0D Confirmation of submission

Always verify:

Q Confirm that your submission is successfully S~

e ON=SCreen confirmation- @j processed and recorded.

— submission.

. email receipt; g — Note down the unique reference number for your

. submission reference W
Check your inbox for the confirmation email.
number. @

Verify the confirmation message
displayed on the screen.

HIQ
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Common submission errors

Typical errors include late submission,
missing confirmation, incorrect file uploads,
draft versions, or missing signatures. These
errors usually lead to automatic rejection
without evaluation.

Appeals are rarely successful when
submission rules were clear. Most submission
failures are preventable through planning,
checklists, and discipline.
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Deal4CO0D Bid Submission Checklist - Final Quality Control
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@ BUILDINGCONNECTED

Before submitting a bid, all Bid Submission Checklist:
Creating a Winning Proposal
mandatory steps must be
checked carefully.

nts 3
are signadq off as Nstructaq

fMmation 5,
ainst th
g iy e e bid SPecification docy
: m,
ouble-check that yo, B

(Policigs, Certific

. .y 6. Are You meet;,
Every detail matters when bidding for a new contract. = eeting the deadline>
. N Use this checklist to ensure your proposal is complete, L Make arangements ; )
T h IS c h e c kI Ist h el pS p reve nt accurate, and professional — and win more work as a result. using the Method rec;:easjvance for time}y, delivery
ad. ¥ of the proposg
7. H«‘:ive you

H H H 1. Have you gathered the necessary resources? [Bid B. -
avoidable submission errors 5 P Users Ongyy I o s

\A | Download the project files (including drawings, specifications, & For Competitiya) b
. and other scope documents). b‘ddlng on the s;m;d S e, check to see which
= Project to = Ich othe,
th at ‘ a n I ead to a u to I I latl ‘ : [[] Organize the files by project name and store them in a shareable 8 ©increase your Chances ;GCS S
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H H u Track your f
Ollowy..
I ' | ? V-Ups ma
eJ e C tl O . 2. Is there a form template? Management platform nually or set reminders using
Your bid

\77 If not, list out the key instructions and take note of important
information like due date, accreditations, abnormal specifications, etc.

Bid Submission Checklist

fJ Make sure that all of your responses are clear and concise,
avoiding unnecessary jargon.

fJ Make sure responses follow a logical structure (e.g. using headings
and graphs when applicable).

4. Have the requirements been addressed?
[C] Make sure the full scope of work is included in your proposal,
including materials and labor.
[_‘ Back up your responses to evaluation criteria with concrete evidence:
“show” instead of “tell.”

[buildingconnected]. (n.d.). Guidelines for bid preparation and submission [PDF document]. RN Co-funded by
Google Drive. https://drive.google.com/file/d/1T4_wzRDy0eJ5pwFqZfVDvXPFrdnOABSC/view the European Union
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Deal4CO0D Key messages from Learning Unit 7
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e Submission is a high-risk, binary stage.
e Rules are mandatory and strictly enforced.
e Platforms must be mastered early.

® \ersion control and confirmation are critical.

e Excellence only counts if submitted correctly and on time.
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Practical Case & Review

LU

This unit integrates all previous learning units through a realistic bidding case and structured review

process.
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Deal4CO0D Learning outcomes
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After completing this learning unit, learners will be able to:

. apply bid preparation concepts to a real tender case;
. identify practical risks and decision points;
« conduct structured pre- and post-tender reviews;

. extract lessons for continuous improvement.
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Deal4CO0D Introduction: Why Practical Cases and Review Matter
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In bid preparation, theoretical knowledge alone is never sufficient. While frameworks for
compliance, structuring, clarity, social value, and submission procedures are essential, they
only become meaningful when applied to real tender situations. Practical cases expose the real
pressures of bidding: strict deadlines, imperfect information, internal coordination challenges, and
the need to make decisions under uncertainty. These realities cannot be fully understood through
theory alone.

Equally important is the review phase. Many organisations incorrectly treat bid submission as the
end of the process. In reality, submission is only a milestone. Real learning and improvement occur
through structured review, both before submission and after results are known. Without review,
mistakes are repeated, strengths remain accidental, and bid performance stagnates. This
learning unit combines a realistic practical case with a structured review approach to demonstrate
how experience can be transformed into sustainable professional competence.
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DealdCO0D Overview of the Practical Case
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The practical case used in this unit is fictional but closely reflects real public procurement and
EU-funded tenders. A public authority launches an open procedure for a multi-year service
contract. The contract includes technical delivery, coordination with stakeholders, reporting
obligations, and measurable social value outcomes.

The tender is evaluated using a clear scoring structure:

. Administrative compliance: pass/fail

« Technical quality: 60%

. Social value: 15%

. Financial offer: 25%

The bidder is a medium-sized organisation with relevant experience and solid technical capacity,
but limited exposure to formal social value scoring. The bid is prepared by a small internal team
working under time pressure. This scenario is representative of many real bidding environments
and allows trainees to explore both effective practices and common weaknesses in bid preparation.
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Deal4C0O0D Initial Tender Analysis and Go/No-Go Decision
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The first practical step in the case is a detailed analysis of the tender documentation. The bid
team verifies eligibility, confirms that minimum technical and financial thresholds can be met, and
assesses whether the opportunity aligns with organisational strategy.

At the same time, several risks are identified. These include a tight submission deadline, a new
and unfamiliar social value framework, and a complex electronic submission platform. As a
result, the go/no-go decision is positive but cautious. Management approves participation but
limits available resources and prioritises a compliance-focused approach over ambitious
innovation.

This decision shapes the entire bid strategy. Early choices about ambition, resources, and risk
tolerance directly influence later drafting, review, and submission. The key lesson is that early
strategic decisions strongly constrain later options. Many bids fail not because of weak expertise,
but because ambition and capacity are misaligned from the start.
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Deal4CO0D Structuring the Bid in Practice
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Based on the evaluation criteria, the bid is structured into four main sections:

. Administrative documentation

. Technical offer aligned exactly with evaluation criteria
« Dedicated social value section

. Financial offer

This structure helps contributors understand where content belongs and how it will be assessed. It also
supports evaluator-friendly navigation.

However, practical challenges emerge during drafting. Contributors begin repeating background
information across sections, especially between technical delivery and social value. Without early
editorial coordination, duplication increases and clarity suffers. Page limits also become harder to manage.

The lesson from this stage is that structure alone is not enough. Clear allocation of responsibilities, active
editorial control, and continuous alignment between sections are essential to maintain coherence and
avoid fragmentation.

Co-funded by
the European Union




Deal4CO0D Drafting the Technical Content
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Subject-matter experts draft the technical section. The proposed methodology is technically
sound, but initial drafts reveal common problems. Processes are described in detail without
explicitly linking them to tender requirements. Risks are mentioned but not systematically
mitigated. Roles are listed, but responsibilities are not clearly connected to tasks.

A mid-stage review identifies these weaknesses. The content is rewritten using a clearer pattern:

« Requirement restated
. Approach explained
. Evidence provided

This restructuring significantly improves readability and evaluator orientation. The lesson is that
experts often write from an internal perspective. Review is essential to translate expert knowledge
into content that evaluators can easily assess and score.

Co-funded by
the European Union




Deal4CO0D Developing the Social Value Response
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Social value proves to be the most challenging part of the bid. Initial drafts rely on generic
commitments such as supporting communities, promoting inclusion, or reducing
environmental impact. While well intentioned, these statements are vague and poorly
aligned with the evaluation framework.

After targeted review, the social value section is restructured. Commitments are linked
directly to contract activities, target groups are defined, measurable indicators are
introduced, and responsibility for delivery is clearly assigned. For example, instead of stating
“we support skills development,” the bid commits to a specific number of training hours
linked to project delivery.

The key lesson is that social value only scores when it is concrete, measurable, and
contract-relevant. Generic goodwill language does not convince evaluators.
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Deal4CO0D Managing Compliance and Mandatory Requirements
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Administrative compliance is handled by a single team member using a checklist derived
from the tender instructions. This centralised responsibility significantly reduces risk.

Despite this, a near-miss occurs when a declaration is completed using an outdated
template. The issue is detected during the final compliance review and corrected before
submission. This highlights how easily procedural errors can occur, even in well-managed
bids.

The lesson is clear: most compliance failures are not conceptual but procedural.
Checklists, version control, and final independent compliance checks are essential tools
in bid preparation.

Co-funded by
the European Union




Deal4CO0D Review and Submission Day
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Two formal reviews are conducted before submission. The first focuses on content and
structure, checking alignment with criteria, clarity, and internal consistency. The second
focuses on compliance and submission readiness, verifying documents, signatures,
file formats, and platform requirements.

On submission day, practical difficulties arise, including platform slowness and file size
warnings. Because the team set an internal deadline 24 hours earlier, these issues are
resolved calmly. Submission confirmation is received and archived.

The key lesson is that submission risk cannot be eliminated, only managed. Time buffers
and disciplined preparation are the most effective risk mitigation measures.
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DealdCO0D Evaluation Outcome and Feedback
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The bid is not the cheapest but scores highly on technical quality and social value. The
final result is a narrow second place. Evaluation feedback highlights strong structure, clear
methodology, and credible social value commitments. It also notes limited innovation and
price pressure compared to competitors.

This outcome illustrates an important point: a well-prepared bid may still lose, but strong
feedback represents a strategic asset. Understanding why a bid performed well or poorly
provides valuable input for future improvement.
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Deal4CO0D Post-Tender Review and Key Learning Outcomes
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A structured post-tender review is conducted regardless of the outcome. The team
identifies what worked well, what could be improved, and what should change next time.
Lessons include earlier involvement of social value expertise, stronger pricing strategy,
and tighter narrative control.

Across many cases, common patterns emerge: bids fail more often on clarity than
competence; social value is underestimated; submission errors are procedural; and review
quality correlates strongly with success.

The central learning outcome of this unit is that experience alone is not enough. Only
experience that is reviewed, analysed, and translated into improved practice leads to
sustained success. Practical cases and structured review transform bidding from an
administrative task into a professional discipline.
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Deal4CO0D Key messages from Learning Unit 8
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e Practical cases reveal real bid dynamics
e Review transforms experience into competence
e Strong bids are structured, not perfect

e L|earning is a strategic asset

e Review is the bridge to the next better bid
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Deal4CO0D Summary - Key Takeaways
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This module introduced the full process of Bid Preparation and Presentation (PPP) as a structured,
professional competence used in public procurement and competitive contracting.

You learned how bids function as formal, rule-based responses to tender requirements and why
compliance is the foundation of success. The module explained how tenders are structured, how
mandatory requirements work, and how technical, financial, and social value elements are evaluated.

You developed skills in:

» Analysing tender documents and evaluation criteria

« Structuring technical bids for clarity and scoring

» Writing clear, evidence-based bid content

* Integrating social value in a credible and measurable way
* Managing submission procedures and deadlines

» Reviewing bids to improve future performance

The module also highlighted common risks in bidding and showed how structured review and learning
transform experience into long-term capability.
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Deal4GCO0D SELF-ASSESSMENT TEST
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This self-assessment test helps you check your understanding of the key concepts covered
in this module.

e The testis for self-reflection, not formal grading.
e Select the one answer for each question.
e Correct answers are provided at the end.

e After completing the test, review the correct answers and reflect on any gaps in your

understanding.
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Deal4CO0D SELF-ASSESSMENT TEST
4N I

Question 1 What is the main purpose of bid preparation in public procurement?

A. To promote the bidder’s organisation

B. To negotiate informally with the contracting authority

C. To submit a structured and compliant response to defined requirements
D. To demonstrate creativity without constraints

Question 2 \Why do many bids fail in regulated procurement procedures?

A. Because bidders lack expertise

B. Because prices are too high

C. Because competence is not clearly or correctly presented
D. Because evaluators are biased
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Deal4CO0D SELF-ASSESSMENT TEST
4N I

Question 3 How is compliance assessed in tendering?

A. As a scoring factor

B. As a flexible requirement

C. As a binary condition (met / not met)
D. As a negotiable criterion

Question 4 When are bids usually checked for compliance?

A. After quality scoring

B. Before any quality evaluation
C. Only after contract award

D. Only if clarification is requested
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Deal4CO0D SELF-ASSESSMENT TEST
4N I

Question 5 What is the main risk of poor tender structure?

A. Higher preparation costs

B. Delays in submission

C. Lower evaluator understanding and scoring
D. Reduced innovation

Question 6 \Why should the technical bid structure mirror the evaluation criteria?

A. To reduce writing effort

B. To make the bid more creative

C. To help evaluators locate and score information easily
D. To comply with financial rules
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Deal4CO0D SELF-ASSESSMENT TEST
4N I

Question 7 Which principle best supports clarity in bid writing?

A. Marketing language

B. Implicit information

C. Explicit alignment with evaluation criteria
D. Narrative storytelling

Question 8 What does “clarity” primarily mean in bid writing?

A. Elegant language

B. Short sentences only

C. Information that is easy to understand, assess, and score
D. Informal tone
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Deal4CO0D SELF-ASSESSMENT TEST
4N I

Question 9 What is the most common weakness of poor social value responses?

A. They are too expensive

B. They are generic and not measurable
C. They are legally prohibited

D. They focus too much on delivery

Question 10 What makes a social value commitment credible?

A. Strong intentions

B. Broad promises

C. Measurable actions linked to the contract
D. Reference to company values
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Deal4CO0D SELF-ASSESSMENT TEST
4N I

Question 11 Why are tender submission procedures strictly enforced?

A. To reduce the number of bidders

B. To increase competition

C. To protect transparency and equal treatment
D. To simplify evaluation

Question 12 Which situation most commonly leads to automatic rejection?

A. A weak methodology

B. A high price

C. Late or incorrect submission
D. Limited innovation
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Deal4CO0D SELF-ASSESSMENT TEST
4N I

Question 13 Why is version control critical at submission stage?

A. To improve writing quality

B. To manage pricing

C. To avoid submitting draft or incorrect files
D. To satisfy evaluators

Question 14 \What should bidders always verify after submission?

A. The evaluation score

B. Confirmation or receipt of submission
C. The contract start date

D. Feedback availability
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Deal4GCO0D SELF-ASSESSMENT TEST

%"\ -

Question 15 What is the main purpose of post-tender review?

A. To challenge the evaluation

B. To justify pricing

C. To transform experience into improved future practice
D. To prepare legal appeals
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Deal4GO0D Correct Answers - Self-Assessment Test
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1 — ¢) To submit a structured and compliant 8 — ¢) Information that is easy to understand,

response to defined requirements assess, and score

2 — ¢) Because competence is not clearly or 9 — b) They are generic and not measurable

tl ted
correctly presente 10 — ¢) Measurable actions linked to the contract

3 —c)As abi diti t / not met
¢) As a binary condition (met / not met) 11 — ¢) To protect transparency and equal treatment

4 — b) Bef lit luati
) Before any quality evaluation 12 — c) Late or incorrect submission

5—c)L luator understanding and

(.:) ower evatuator t N 13 — ¢) To avoid submitting draft or incorrect files
scoring

14 — firmati ipt of submissi

6 — ¢) To help evaluators locate and score b) Confirmation or receipt of submission
information easily 15 — ¢) To transform experience into improved future

"
7 — c) Explicit alignment with evaluation criteria practice
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Thank you

Scan to learn more!
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