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IMPORTANT NOTES

The notes in this document are intended to help you as a Bid 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 INTRODUCTION

This section draws heavily on the Bid Campaign Plan.  The contents of sections 1.2, 1.3, 1.4, and 1.5 may be copied here directly from that Plan.  However as the following notes suggest you should check that each section reflects your current understanding.

Refer back to the sources of information used by the Opportunity Manager who wrote the Bid Campaign Plan (e.g. the RFP/ITT, correspondence with the Prospect, meeting notes produced by the Opportunity Manager). Ensure that this section reflects your current understanding of what the Prospect is trying to achieve.

1.1 Assignment of the Bid Manager (by the Bid Executive)

This will usually refer to a Job Description which should be attached to this Plan as an Appendix.

1.2 Prospect Background

This section should be copied from the Bid Campaign Plan.  Other information that has emerged may be added if required.

1.3 Outline of the RFP/ITT and the Prospect’s Business Case

This section should be copied from the Bid Campaign Plan.  Other information that has emerged may be added if required.
1.4 What we intend to offer

This section should be copied from the Bid Campaign Plan.  Other information that has emerged may be added if required.
1.5 Our commercial objectives and approach

This section should be copied from the Bid Campaign Plan.  Other information that has emerged may be added if required.
1.6 List of Key Dates

This comes either from the Bid Campaign Plan, or from a stand-alone list if it is held as a separate sheet.  It now becomes the master list and supersedes any standalone list and the one in the Bid Campaign Plan.  As the detailed Phase Plan(s) are developed for the Bid you may find it necessary to make changes (e.g. by asking the Prospect for concessions on the submission deadline for the Proposal).  If so this version of the List of Key Dates should be amended.
	Description of event/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)
	


1.7 Budget, constraints

From the Bid Campaign Plan.

1.8 Resources committed

This information comes from the Bid Team Summary which may be inserted here or be attached to this plan as an Appendix.  It will include your own Resources and those of any Joint Bidders and Direct Suppliers.  Change is very likely, and since the Bid Team Summary is a Controlled Item, Changes must be applied formally (see Manage Issues).
1.8.1 For the Bid (confirmed)
1.8.2 For the Project (provisional)
1.9 Quality expectations for the work

Outline the quality environment (yours?, the Prospect’s?) and any expectations of which you are aware.  This might be included in the outline of the RFP/ITT.  If so, this section may be deleted.
1.9.1 Quality expectations for the Bid

1.9.2 Quality expectations for the Project

1.10 Relevant sources of information

Identify any sources of information that are directly applicable to the Bid.  These may include proposed contract terms, reports on past projects done for this or other Prospects and information on your own or other Supplier’s (e.g. a Joint Bidder’s) products.

2 THE BID PLAN
2.1 Plan structure

For every Bid which is managed as described in The Bids and Projects, there are six Sub-processes to be planned and executed:

· 1. Initiate Bid

· 2. Produce and Submit Bid

· 3. Close Bid

· 4. Post-Bid Assessment

· 5. Manage Bid Work

· 6. Manage Risks.

Whether these Sub-processes are planned and managed as separate Phases will depend on the work to be done.  For a small Bid, a simple Plan consisting of one Phase is most likely to be appropriate

On the other hand, the Plan for a more complex Bid may need to be subdivided into separate Phases.  In this example there are three: (1) Bid Initiation (Initiate Bid with Plan Bid) , (2) Proposal Production (Produce and Submit Bid), and (3) Bid Closure (Close Bid, with Post-Bid Assessment).  The Sub-processes Coordinate and Monitor Bid Progress and Manage Risks may then be applied as appropriate across these three Phases.

2.2 The overall Approach

Describe here the overall Bid Plan including the structure of Phases that you have chosen. Provide a brief narrative which makes clear what the plan is to achieve and the reasons for adopting the structure described.  List the Phases, the major Products the Plan will deliver, the Key Dates, and any external dependencies.
2.3 The Phase Plan(s)

The description of the overall Bid Plan should be followed by a description of each Phase. In the example given here there are three Phases, and each Phase should have a brief narrative describing the approach for the Phase.  To save time, the narrative may use as its basis the advisory text in each of these sections, with detail added to help make the Bid approach clear.

2.3.1 Bid Initiation

This Phase is concerned with the definition of the opportunity (in the Bid Campaign Plan), deciding whether to pursue it, and authorising a Budget if it is decided to Bid (Bid / No-bid Decision), and then appointing the Bid Team (Appoint Bid Team). The detailed planning of the Bid and setting up the framework for managing the Bid would also be done in this Phase.  This would include setting up the Project Control Folders (Plan Bid) and initiating their use (Co-ordinate and Monitor Bid Progress).  Note that the work to be done in the Phase involves mainly the Opportunity Manager and the Bid Manager.  Other members of the Bid Team start to be involved only as Appoint Bid Team is executed.
2.3.2 Proposal Production

In this Phase you develop your solution, Plan and Price the Delivery Project, Approve the Proposal, Submit the Bid, and address any Follow-up Actions (e.g. questions or clarifications that the Prospect might wish to raise) after submission.  The two key Products of this Phase are the Proposal itself and the Provisional Project Materials.

Two important features of this Phase are the work of the Bid Board, (Ongoing Review of Bid / No-bid Decision), and the Independent Review Team (Independent Review).

2.3.3 Bid Closure

Having submitted the Proposal, if your Bid is successful in this Phase you have to close the Bid and kick off the Project..  This includes negotiating the detailed terms of the Contract (Agree Customer Contract) and handing over the Bid Files to the Project Management Team (Launch Project).  Whether or not the Bid was successful, you should also take the opportunity to review the how the Bid went, and identify any lessons to be learnt (Post-Bid Assessment).
2.3.4 Planning each Phase

The Phase Plans themselves should be attached in Appendix A.

Following the principles of Product-based planning (see Plan Work), each Phase Plan should provide:

· details of its Products (in PRINCE2™ terms this is the Product Breakdown Structure, Product Checklist and so on)

· a Work Breakdown Structure (WBS) with Activity Records for each Product

· a resourced Schedule for the WBS (Gantt chart, Resource tables) in the chosen Planning Tool

· the Key Dates (as milestones).

For a typical Bid Plan the Phases and their key Products are as follows:

· Bid Initiation:

a Bid Campaign Plan

the Bid Plan

a Joint Bidding Agreement (if it is a Joint Bid)

Bid Resourcing Agreements

· Proposal Production:

the Proposal (including both the technical solution and the commercial offer)

the Provisional Project Materials (including the Project Mandate, the Business Case, the PID and Quality Plan for the Delivery Project)

the Independent Review Report

Contractor Agreements

Project Resourcing Agreements

· Bid Closure:

an agreed End User Agreement or Customer Contract.

2.4 Project prerequisites

Itemise what is needed before work can start.  Generally these will be the less obvious needs and are rather like ongoing dependencies.  For example the Requirement may be unclear, and designing the solution may need skills that are particularly hard to find.

2.5 External Dependencies

To make progress many Bid Projects depend on the actions of others.  For example if it is a Joint Bid, it may depend on the successful adaptation of some product which by one of the Joint Bidders.  Other examples include obligations the Prospect has to meet – such as providing Users to answer questions about the current situation.
2.6 Planning Assumptions

The obvious candidates will include the availability and productivity of members of the Bid Team, the amount of time the Independent Review Team can provide, or the freedom of access of our staff to the premises of a Joint Bidder.

2.7 Bid Tolerances

Summarise the discretion over commercial matters, (e.g. expenditure, timescale, the detail of Contractor Agreements,) that is granted to the Bid Executive in the Project Mandate and delegated to the Bid Manager and to his/her subordinates in the Bid Team.  The Tolerances should be clear and unambiguous but not so constraining that the Bid Manager is simply “following instructions”.

2.8 The overall schedule, activity networks, and other graphical attachments

These will include a high level Gantt chart, Activity network(s), resource allocation tables etc.

3 BID ORGANISATION, REPORTING AND CONTROL

Avoid the temptation to insert boilerplate here.  You should say clearly who does what, and this section should be discussed as it is being produced, with the Bid Executive, and the members of the Bid Board (aka the Continuous Monitoring Team).
3.1 Management structure, roles and responsibilities
3.1.1 The Bid Team

This can be a simple list or table.  It should include the Bid Executive, members of the Bid Board, the Bid Manager, the Opportunity Manager, members of the team developing the solution, the Independent Review Team, and the Contract Negotiator.

3.1.2 Financial Reporting

It makes sense to follow Bids and Projects’ Sub-process “Report Financial Status”.  Of course this should be adapted to the scale of the Bid and particularly to the Bid Plan.

Describe briefly how the reporting will be done.  For example will Financial Control provide a ledger?  If not, how will expenditure be tracked?  Will the Bid Manager produce forecasts of costs and time to complete?

3.1.3 Status and Progress Reporting

At what level of detail will progress be tracked?  How will progress be measured?  How often will reports be produced?  Who will receive them?

3.2 The Commercial Framework
3.2.1 Prospect Contract(s)

Give brief details of all applicable contractual documents.  For example does the RFP/ITT require the use of a Customer’s own Contract?  Will you offer your own Contract and if this is a Joint Bid, have you agreed a form of Contract with the other Joint Bidders?
3.2.2 Contractor Agreement(s)

Describe the commercial framework proposed for the Bid.  Say if this is a solo Bid, a Joint Bid, and/or if it is expected that Direct Suppliers will be used.  Summarise what each external party will contribute, and identify actual or potential candidates if they are known.
3.3 Issue Management and Change Control

For all but the very largest Bids it should be sufficient to say that the Bid will follow the Sub-process Manage Issues.  However be sure to document any organizational matters (e.g. the existence of a Change Review Board, (or Issue Management Meeting), its members and its way of working).
4 QUALITY ENGINEERING
4.1 Quality Requirements and objectives
4.1.1 The Prospect

If the RFP/ITT has set any Quality Criteria for the Bid and the Proposal say what they are, and how they will be met.  For example the format and conduct of your response may be specified in the Customer Request.  This may include page size(s), document binding, engineering drawings and so on.  You may be asked to provide evidence of any current quality registrations and certifications (e.g. ISO 9000 or CMMI).
4.1.2 The company, partners and suppliers

If you are involved in a Joint Bid there must be formal agreement about which quality system will apply to which work, for the Bid and for the Delivery Project.
4.2 Quality Plan

A small Bid will probably use a standard Quality Plan.  For a larger and more complex Bid, it will probably be necessary to produce a tailored Quality Plan.  In either case say where it may be found.  For example it may be in an Appendix to this document. Alternatively a separate document may be kept available online in the Bid Files.

5 RISK MANAGEMENT

5.1 The Risk Management Sub-process

If Bids and Projects is to be used it should be enough to point to the relevant Sub-processes.  Remember that Risk Management should continue seamlessly from the Bid Project to the Delivery Project.
5.2 The Risk Folder

This will usually be in electronic form.  Say where it can be found.

5.3 Mitigation and contingency planning

If Bids and Projects is to be used, point to the pages on Risk Management that describe how this is done.
APPENDICES

A ASSIGNMENT OF THE BID MANAGER

Insert here a completed and signed Job Description for the Bid Manager.

B PHASE PLANS

These are attached to this Appendix of the Bid Plan as they are produced and Authorised.  They share a common template.
B.1 Bid Initiation

B.2 Proposal Production

B.3 Bid Closure

C RISK FOLDER

This may be attached here, or a pointer provided to where it may be found.
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