
Procurement
Steps to writing a successful tender

Ensure that you have everything
in place before you start bidding

Get your house in order first! You may have heard this 
expression before and there is good reason for it.

Research your target client
Most companies have a good idea who their ideal client is or 

would be, if they could pick and choose themselves.

Express interest in suitable
opportunities as soon as possible
Expressing interest in a bid with only a few days le�
to the submission deadline, only leads to increased

pressure and stress. 

Plan your tender submission in detail
Every good story has a captivating beginning, a compelling 

middle and a gratifying end. Your tender submission should 
follow the exact same writing process.

Follow up on the result of your
tender submission

The follow up process is a very important part of the bidding 
process, irrespective of whether or not you are successful 

with your submission

Commit dedicated resources
to the tendering process
When tendering for opportunities, it’s important to have a focal 
point in your organisation, a single person or team of people 
who are responsible for the biding process.

Outline your strategic tendering goals
What specific goals would you like to achieve?

What sort of contracts, and what value, would you
like to procure?

Be realistic when searching
for new opportunities
Only apply for opportunities that you can a�ord to deliver.

Read the guidelines/tender
requirements in detail
They say that the devil is in the detail. This is especially
true when it comes to tendering for private/public
sector opportunities. 

Present your tender submission
professionally
Ensure that your tender submission stands out from 
your competition.
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