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BID NOTIFICATION
	Change History

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

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Summary of Bid

	Submission date
	<insert dd mmm yyy>

	Approval Review Meeting Dates
	Standard<dd mmm yyyy>:
	Group<dd mmm yyyy>:

	Outline of Prospect’s Requirement

(e.g. RFP/ITT)
	

	Bid Manager
	

	Solo Bid or
Prime Contractor?
	

	Names of:

Joint Bidders or Direct Suppliers
	1
	

	
	2
	

	
	3
	

	
	4
	

	
	5
	

	
	6
	


Bid Assignments

	Roles:

1. Insert Name

2. Add more roles (to the right) if required
	Managing Director
	Sales Director
	Opportunity Manager
	Resource Authority
	Bid Manager
	Risk Manager
	etc.

	Responsibilities:

1. Add more (below) if required

2. Insert Y (or “X” where “none”)
	
	
	
	
	
	
	

	Provide Bid Team Resources
	
	
	
	
	
	
	

	Draft Bid Plan
	
	
	
	
	
	
	

	Approve Bid Plan
	
	
	
	
	
	
	

	Supervise Bid Manager
	
	
	
	
	
	
	

	Provide Independent Review Team Resources
	
	
	
	
	
	
	

	Supervise Independent Review Team
	
	
	
	
	
	
	

	Attend Win Strategy Meeting
	
	
	
	
	
	
	

	Create/Maintain Risk Folder
	
	
	
	
	
	
	

	Review Risk Folder
	
	
	
	
	
	
	

	Draft Joint Bidder/Direct Supplier Technical Requirements
	
	
	
	
	
	
	

	Review Joint Bidder/Direct Supplier Technical Requirements
	
	
	
	
	
	
	

	Draft Joint Bidder/Direct Supplier T&Cs
	
	
	
	
	
	
	

	Review Joint Bidder/Direct Supplier T&Cs
	
	
	
	
	
	
	

	Issue Joint Bidder/Direct Supplier ITTs
	
	
	
	
	
	
	

	Select Joint Bidders/Direct Suppliers
	
	
	
	
	
	
	

	Prepare Draft Quality Plan
	
	
	
	
	
	
	

	Review Draft Quality Plan
	
	
	
	
	
	
	

	Draft Technical Proposal
	
	
	
	
	
	
	

	Review Technical Proposal
	
	
	
	
	
	
	

	Draft Commercial Proposal
	
	
	
	
	
	
	

	Review Commercial Proposal
	
	
	
	
	
	
	

	Draft Executive Summary
	
	
	
	
	
	
	

	Review Executive Summary
	
	
	
	
	
	
	

	Draft QAFs
	
	
	
	
	
	
	

	Review QAFs
	
	
	
	
	
	
	

	Draft Covering Letter
	
	
	
	
	
	
	

	Review Covering Letter
	
	
	
	
	
	
	

	Prepare Labour Estimates
	
	
	
	
	
	
	

	Review Labour Estimates
	
	
	
	
	
	
	

	Prepare Materials Estimates
	
	
	
	
	
	
	

	Review Materials Estimates
	
	
	
	
	
	
	

	Prepare Expenses Estimates
	
	
	
	
	
	
	

	Review Expenses Estimates
	
	
	
	
	
	
	

	Draft Quotation
	
	
	
	
	
	
	

	Review Quotation
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