	[image: image1.png]adsensus




	9, Oughton Head Way | Hitchin | Hertfordshire | SG5 2JZ | UK

T/F +44 1462 630 198 | M +44 7979 596 244

www.adsensus.net


	To/For:

Title:

Subject:

Reference
	Insert name of Client/Customer/etc. in "File:Properties:Custom:Client"
BID CAMPAIGN PLAN
Insert subject of document in "File:Properties:Summary:Subject"
Insert document number in "File:Properties:Custom:Reference"



Insert name of Client/Customer/etc. in "File:Properties:Custom:Client"
BID CAMPAIGN PLAN
Insert issue date in "File:Properties:Custom:Date Completed"
Insert document name in "File:Properties:Custom:Project"
Insert document number in "File:Properties:Custom:Reference"
The copyright of this document is the property of adsensus and its Suppliers, and the document contains proprietary information of adsensus and its Suppliers.  It is supplied in confidence and must not be used for any purpose other than that for which it is supplied.  No part of this document or its contents shall be reproduced, published or disclosed to a third party without the prior written permission of adsensus.

Document Control

	Document Title
	BID CAMPAIGN PLAN

	Classification
	<Insert classification e.g. “Public Circulation”; “Company Confidential”>

	Status
	<Insert status - e.g. “draft for comment”; “final”>

	Version ID
	<Insert version id as in “Change History” below>

	Version Date
	<Insert version date as in “Change History” below>

	Period
	<Insert date or event when validity ends>

	Synopsis
	<Insert a VERY SHORT summary of what this document is about>

	Filename
	bid_campaign_plan.doc


	Contents
	See Table of Contents below


	Distribution
	Insert name of Client/Customer/etc. in "File:Properties:Custom:Client": <List names of recipients: (insert “n/a” if Internal)>

	
	adsensus: <who receives this document internally>


Issue, Approval and Authorisation (always update this table on re-Issue)
	Issued by
	Insert name of document author in "File:Properties:Summary:Author"
	sign…………………………………………

	Issued on
	< insert here: Issue date>
	

	Approved by
	Insert name of document owner in "File:Properties:Custom:Owner"”
	sign…………………………………………

	Approved on:
	< insert here: Approval date>
	

	Authorised by 
	Insert name of manager responsible for document in "File:Properties:Custom:Manager"
	sign………………………………………….

	Authorised on:
	<insert here: Authorisation date>
	


Change History

	Version ID
	Version Date
	Details of change, its purpose & author

	0.1
	<insert version date>
	<insert reasons for issue>

	<insert next version id>
	<insert version date>
	<insert reasons for issue>

	<insert next version id>
	<insert version date>
	<insert reasons for issue>

	...
	...
	...


Abbreviations

	Abbreviation
	Definition or Description

	
	

	
	

	
	

	
	


Related Documents and References

	Reference
	Document Title, Number, and Version

	
	

	
	

	
	

	
	


PLEASE DO NOT REMOVE THIS SECTION BREAK!

IMPORTANT NOTES

The notes in this document are intended to help you as a Bid Campaign Plan is produced.  They are all in italics and should be deleted before it is submitted for review.  These “Important Notes” are also to be deleted.

This Product Template is intended for use in Bid Projects.  Section headings may be changed and/or added as appropriate.  What is most important is to ensure that the document does address all the relevant questions and points.

The Product Templates in Bids and Projects (B&P) are matched to its Process Descriptions and Product Profiles.  Typical “routine” processes are described in Bids and Projects, so when using the Product Templates it offers, it should be sufficient to refer (and link) to the relevant B&P pages.

However Bids and Projects has been designed to provide an overarching process which represents good practice, and within which detailed variations are permitted .  The detail you are required to provide locally may vary from one Business Unit to another, and local Product Templates or other documents are not only permitted but encouraged.  Feel free to adopt your own Product Templates, what matters is that your Project is managed according to the principles and the broad approach described in Bids and Projects.
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1 THE PROSPECT’S BACKGROUND

A Prospect may be completely new to your organisation, one with whom you are developing a relationship, or one with whom you have worked for a long time.  Summarise what you know of the Prospect to develop the context for your proposed Bid.

2 THE PROSPECT’S REQUIREMENT AND BUSINESS CASE

To Bid successfully you must know what the Prospect wants to achieve.  This includes a summary of the Requirement (RFP/ITT) and the Business Case. Assess briefly both the Requirement and the Business Case, paying particular attention to the way the Requirement meets the Business Case.

This will give you an insight into any weaknesses in the Prospect’s thinking and the opportunities this presents for you to add value.  Remember that the business benefits that are expected by the Prospect will be both tangible and intangible, and should be derived from the Prospect’s corporate strategy.
3 WHAT WE INTEND TO OFFER 

Although you have yet to develop your proposals, you will have some ideas on what your Bid will cover.  Summarise what you expect to be within the scope of supply (advice?, a product?, a system?, services?) , and how you will work with the Prospect to achieve successful delivery. You intend to help the Prospect meet some business objective – describe in outline how your offer will do this.

4 OUR COMMERCIAL OBJECTIVES AND APPROACH

Summarise clearly what the Bid is to achieve.  The objectives should be concise and measurable.  This will be important when you come to Post-bid Assessment.  Include the estimated value (effort, bought-in items and expenses, internal products and total).
Include any collaboration with other parts of your company, with other companies, and with the Prospect.

Estimate the Budget needed to Bid -  which should be Approved by the person taking the Bid / No-bid Decision.  This estimate should include the costs of effort, both internal and external, any other services required (e.g. printing documents, special delivery), and any material purchases to be made (e.g. software, special binders, hardware prototypes).

If you are Bidding jointly with other organisations describe the arrangements.  Things to cover include roles, responsibilities, shares of the work, names of potential candidate, the interest expressed by each candidate, and so on.

5 PLANNING THE BID

5.1 List of Key Dates

This table may be included here, or filed as a separate document.  It is a key input to the Bid Plan.

	Description of action
	Owner

	Qualify for tendering list (Opportunity Manager)
	

	Receipt of RFP/ITT (Opportunity Manager)
	

	Deadline for complete draft (Bid Team)
	

	Bid review date (Opportunity Manager and Bid Manager)
	

	Proof reading of Bid (Opportunity Manager and Bid Manager)
	

	Final checking of Bid (Opportunity Manager, Sales Director or Operations Director, and Bid Manager)
	

	Final Bid preparation and production dates (Opportunity Manager and Bid Manager)
	

	Divisional Bid Review (Senior Management Review Panel)
	

	Group Bid Review - if applicable (Main Board Directors)
	

	Bid Submission (Sales Person)
	

	Contract Negotiations Complete (Contract Negotiator)
	

	Contract Awarded (Prospect)
	

	Initiate Contract (Sponsoring Authority)
	


5.2 Resources for the Bid and the Project

Identify the people and skills needed.  Estimate the amount of effort needed, over what period, and whether this is for the Bid or the Project or both.  Include the commitments as a percentage of full-time equivalent.  At this stage the needs of the Project will be less certain, but you will need these estimates to work out the Project’s likely value.
	Role or Skill
	Number needed
	Commitment (% of full-time equivalent)
	Duration or end date
	Project/Bid

/both

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


6 OUTLINE WIN STRATEGY

6.1 Prospect’s Basis of Decision (BoD)

In the following table summarise who will contribute to the buying decision and what their criteria are known to be.

	Who?
	Criteria

	CEO or Sponsor
	

	Board Directors
	

	Corporate Planners
	

	Financial Control
	

	Operations and End-Users
	

	IT
	


6.2 Our Competitive Position

6.2.1 Strengths and weaknesses

	Your organisation
	Strengths
	

	
	Weaknesses
	

	Competitor 1
	Strengths
	

	
	Weaknesses
	

	Competitor 2
	Strengths
	

	
	Weaknesses
	

	Competitor 3
	Strengths
	

	
	Weaknesses
	


6.3 Our key messages

Based on these two tables, identify the key positive factors that distinguish you from the competition.  Summarise what you will say in your proposal about these factors to emphasise the attractions of doing business with you.
7 FILLING THE GAPS

You need to learn as much as you can.  As you identify the gaps in your knowledge, initiate action to fill the gaps.  To be effective these actions should be tracked.  A simple table like this one will probably be sufficient.
	What?
	Where from?
	Who?
	By when?
	How much (£)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


8 MANAGING RISKS

Manage a Bid includes the Sub-process Capture and Manage Risks, which offers suggestions for the sort of Risks that may be identified during the preparation of a Bid.  Capture and Manage Risks invokes the generic process Manage Risks, which describes the “mechanics” of Risk Management for both Bids and Projects.

This is where the Risk Folder is first set up and populated.  If so this section may be very brief or even deleted.
9 BID / NO-BID?

The Core Process Manage a Bid asks this question both at the start, (Bid / No-bid Decision - triggered by Qualify Opportunity) and as the Bid proceeds, (Ongoing Review of Bid / No-bid Decision).

The table of questions in Appendix A is a structured scoring sheet which lists the questions that should be considered on every occasion.  As the development of your Proposal continues and your knowledge and understanding changes, you will find that the answers also change, some for the better and some for the worse.  It makes sense to score the answers on a scale from 1 (poor) to 5 (good) and to sum the answers as a focus for the discussion that will lead to your decision on whether or not to continue.
Each time this decision is reviewed and re-scored a copy of the completed scoring sheet should be attached to a new Bid / No-bid Form and filed in the Bid File.

A SCORING SHEET

This is a copy of this table, the original is part of the Bid / No-bid Form. Attach or insert a copy here.  Delete this text.
BID / NO-BID SCORING SHEET

	Question
	Score
	Comments/Action

	THE BUSINESS CASE
	
	

	Does the Prospect have one?
	
	

	Do we understand it? 
	
	

	Can we meet it?
	
	

	Is the Prospect committed to it?
	
	

	Does it involve significant Risk?
	
	

	OUR COMMERCIAL POSITION
	
	

	Does/will the Prospect have a budget?
	
	

	Do we have an estimate of the costs?
	
	

	Can we make an acceptable margin?
	
	

	Will our delivery depend on others?
	
	

	Are the contractual terms acceptable?
	
	

	THE PROSPECT’S BoD
	
	

	Have we met all those who will decide?
	
	

	Has the Prospect any external advisers?
	
	

	Are the Users supportive?
	
	

	Do we know of any opposition to us?
	
	

	Does the Prospect have any strong preferences?
	
	

	TIMESCALES
	
	

	Is there a firm decision date?
	
	

	Do we have enough time to Bid?
	
	

	Is there a firm timescale for delivery?
	
	

	Can we meet the delivery timescale?
	
	

	Do we know when the order will be placed?
	
	

	OUR SOLUTION
	
	

	Is it technically viable?
	
	

	Is our technical risk manageable?
	
	

	Have we set up any necessary supply relationships?
	
	

	Have we developed previously a similar successful solution?
	
	

	Would our solution be applicable elsewhere?
	
	

	LOGISTICS
	
	

	Do/will we have the resources to bid?
	
	

	Do/will we have the resources to deliver?
	
	

	Can/has the Prospect the operational flexibility to contribute
	
	

	Have we the capacity to support post-delivery?
	
	

	THE COMPETITION
	
	

	Can we identify any competitors?
	
	

	Do we have a USP or strong differentiator?
	
	

	Is this a public competition?
	
	

	Is there an incumbent supplier?
	
	

	Have we a (successful) track record with this Prospect?
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