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1. What is a ‘bid library’? 
 
A ‘bid library’ or ‘tender library’ is a collection of documents and template responses that you can 
use as a starting point when writing a tender.  

 
2. Why should you create one? 
 
There are multiple benefits of creating and maintaining an effective bid library: 

• It can save you time and effort when finding essential documents required in most tenders, 

such as accounts or insurance documentation, or staff CVs 

• It gives you a starting point when writing answers to questions which you can then tailor to 

the opportunity that you are working on 

• It can help you to standardise answers to questions if there are multiple staff members 

responsible for writing tenders in your organisation. 

3. When should you start? 
 
The best time to create your bid library is when you have either already submitted a tender or you 
are at the stage of considering tendering. Don’t wait until you are responding to a tender opportunity  
 

4. Suggested structure 
 
Accreditations and awards 
 
This should include copies of certificates of any accreditations that you hold. For example, you may 
hold quality accreditations such as ISO 9001 or EFQM, or environmental accreditations such as 
ISO 14001. You may also include copies of certificates of any awards that you have received.  
 
 
 
 
 



 
 
 
 
 
 
 
 

It would be beneficial if you drafted some wording for each accreditation and award that you could 
use in tender responses (where appropriate). You might be able to find some wording that you 
could use online. For example, if you hold the EFQM standard you can find details about EFQM on 
its website. 
 
Basics 

In this folder you should include a copy of your Memorandum and Articles of Association, company 
registration certificate (or equivalent evidence of your incorporation if you have an alternative legal 
structure), and copies of your Information Commissioner’s Office (ICO) registration certificate (for 
data protection). 
 
You should keep a list of all relevant identification numbers you may be asked to provide in a tender. 
For example, company registration, charity number and VAT no. 
 
It may also be beneficial to include a model ESPD form with the answers already filled out. You can 
use this as a reference when completing ESPDs as part of your tender response. The ESPD (which 
stands for ‘European Single Procurement Document’) is a standard form for use by all EU member 
states which replaces pre-qualification questionnaires, and it is used in all public tenders. You can 
download a template ESPD here and further guidance can be found on the Scottish Government 
website. 
 
Executive summary 
 
An executive summary is an overview of your organisational structure, services or products offered 
and experience. You should keep this document to 1-2 pages and include: 

• What kind of organisation you are – for example, a social enterprise with charitable status 

• Legal structure – such as a company limited by guarantee, CIC or SCIO 

• Details about your mission, vision and values 

• What services or products that you offer 

• Size of the organisation – turnover, number of staff and volunteers 

• Locations where you operate 

• Future plans and developments 

• Management structure and experience 

• Information about your customer base – including any current contracts 

• Details about any quality standards, accreditations or awards that you hold 

• Your unique selling point or added value as an organisation in comparison to your 

competitors. 

Feedback 
 
If you have submitted a tender before, then gaining feedback on that tender(s) (whether you were 
successful or unsuccessful) is crucial to improve your performance and be better prepared for next 
time. You can also use this feedback to adapt the content of your bid library. Feedback allows you 
to identify stronger and weaker parts of your responses. 
 
 

http://www.efqm.org/the-efqm-excellence-model
https://www.procurementjourney.scot/sites/default/files/documents_library/ESPD%20v1.9.docx
http://www.gov.scot/Topics/Government/Procurement/Selling/ESPDSuppliersinfo/ESPDFAQs


 
 
 
 
 
 
 
 

You should collate this feedback and keep in one place in your bid library. 
 
Financial 
 
You should keep copies of your up-to-date insurance documentation confirming levels and type of 
insurance (such as Public Liability, Employer’s Liability and Professional Indemnity), as well as your 
last three year’s audited accounts (if you have them). 
 
Implementation/mobilisation 
 
Project plans/gantt charts are a frequently asked question in tenders. If appropriate to your sector 
you should draft a template implementation plan for mobilising a service or delivery of a product.  
 
A ‘gantt chart’ is a type of bar chart that illustrates the start and finish dates of your project, as well 
as all tasks required to complete the project and the timelines associated with those. 
 
You can find a template gantt chart produced by Microsoft here. 
 
Model answers 
 
If you have already bid for a contract previously you should analyse the documentation required 
and questions which were asked. From this you will be able to identify the most commonly asked 
questions and it will allow you to prepare a series of model answers which you can improve based 
on feedback you receive on an ongoing basis. 
 
The model answers that you should have will vary depending on the sector that you operate in and 
the service or product that you are bidding to deliver. 
 
If you have not previously bid for a contract then you should search for relevant past contracts 
published on Public Contracts Scotland. You can find out more about PCS in the P4P 10 stage 
guide to procurement. 
 
Once you have found a relevant past contract you will need to contact the contracting authority to 
request access to the contract documentation so that you can draft model answers. 
 
When drafting your model answers, conduct a SWOT (Strengths, Weaknesses, Opportunities and 
Threats) analysis for each one and write out ‘why they should choose you’. Ask a colleague to 
review and comment on your answers. Our 10 stage guide to procurement can help you with bid 
writing. 
 
Policies and procedures 
 
You should keep up-to-date copies of relevant policies and procedures, depending on your sector. 
The most commonly requested are:  

• Health and Safety, Equality and Diversity 

• Environmental 

• Business Continuity 

• Data Protection 

https://omextemplates.content.office.net/support/templates/en-us/tf02887601.xltx
https://www.publiccontractsscotland.gov.uk/
http://www.p4p.org.uk/guide/3
http://www.p4p.org.uk/guide/3
http://www.p4p.org.uk/guide/8


 
 

 

 

 

 
 

• Quality 

• Recruitment  

• Complaints.  

You should make sure that any copies reference the latest legislation and have been reviewed 
within the last 12 months. If you are unsure about any of this you should speak to your local Third 
Sector Interface, or Senscot Legal.  
 
Staffing 
 
This should include details of key staff at your organisation (work history, skills, education and other 
qualifications) and copies of their up-to-date CVs. 
 
You should also keep an up-to-date copy of your organisational structure (in diagram form, 
otherwise known as an ‘organogram’) and details of how you recruit staff, if applicable for the types 
of contracts which you will bid for. 
 
Job descriptions are sometimes required when tendering, so you could keep up-to-date copies of 
job descriptions in your library. 
 
If TUPE frequently applies to the contracts which you will bid for then you may wish to draft wording 
on your experience of handling TUPE and approach. ‘TUPE’ refers to the Transfer of Undertakings 
(Protection of Employment) Regulations 2006 as amended by the ‘Collective Redundancies and 
Transfer of Undertakings (Protection of Employment) (Amendment) Regulations 2014. The TUPE 
rules apply to organisations of all sizes and protect employees' rights when the organisation or 
service they work for transfers to a new employer. You may wish to seek legal advice on any matter 
relating to TUPE. 
 
Style guides and templates 
 
To ensure that bids are written to a high quality and to help standardise your approach to writing 
bids you could create a ‘style guide’ which sets out the tone of language to use and words to avoid.  
 
It is also often beneficial to have a tender response template which you can tailor to each 
opportunity. Please note that often public tenders require that you respond in a specific format so 
you should ensure that you meet these requirements at all times.  
 
Free document templates produced by Jon Moon (author of ‘Clarity and Impact’) can be found here. 
The most useful report is no. 146, which you could tailor to your own organisation’s needs, style 
and depending on the requirements of the tender. 
 
Track record 
 
Where possible, this should include: 

• Case studies and/or testimonials from previous clients or service users 

• Examples of previous contracts, including delivery location, value, duration, funder, 

description and performance  

 

http://www.vascotland.org/find-your-tsi
http://www.vascotland.org/find-your-tsi
http://se-legal.net/
http://jmoon.co.uk/downloads_access.cfm


 
 

 

 

 

 

 

• References (at least two). 

5. Improving your bid library 
 
It is important that you continually adapt your bid library once you have received feedback on any 
unsuccessful or successful tender submissions. In addition to amending your content based on 
feedback received you should carry out a formal review at least annually.  
 
As part of your annual review you could complete a SWOT analysis around the key technical, 
operational, support and commercial issues that are likely to arise in your next bid in order to 
highlight your strengths and enable you to mitigate your weaknesses. This should get your 
organisation thinking differently about what needs to be in your next bid. 
 
 
 
 
 
 
 


