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Bid writers are technical communicators who prepare and produce bids, tenders and 

proposals that organisations use to win business or in some cases funding. Many 

businesses issue bid requests to obtain information from suppliers regarding a proposed 

solution to a problem, the estimated level of effort and costs for undertaking a project. Bid 

writers organise and coordinate bid production, write and gather content, and collate 

material into compelling proposals that help drive business development and sales. 

Bid writers manage the written and editorial aspects of the process. They communicate 

requirements, deadlines and expectations to key stakeholders and subject matter experts. 

Bid writers can also manage the proposal template, author content, production of 

computer-generated graphics and edit text. Bid writers also check drafts for readability, 

clarity, grammar, spelling, punctuation, sentence structure and formatting. Essentially, bid 

writers produce high-quality documents and ensure completed proposals meet the bid 

specifications. 

Bid writers possess excellent technical writing and communication skills. They have the 

ability to write about complex, technical concepts in easy-to-understand ways and convey 

ideas graphically. Good bid writers maintain a working knowledge of standard writing, 

research and electronic distribution tools, such as word processing and desktop publishing 

programs, graphic design applications and email. Bid writers use these skills to tailor 

documents to specific audiences and generate business for your organisation. 

The complexity of the bid and the level of service you need (‘write from scratch’, ‘partial 

write’, ‘check and edit’, ‘proofread’ etc.) largely determines how many draft versions and 

on-going discussions with a client before the bid can be submitted. There will inevitably be 

a fair amount of ‘to-ing and fro-ing’ between myself, the client, the client’s team and any 

other relevant parties, so that the majority of the required information can be gathered 

together before I start writing; there will also usually be further information required or 

details that need to be clarified as the writing progresses. 
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In a nutshell, this is generally how it works (based on a ‘full write’ service): 

I start to fill in any information about your company that I already have or can easily find 

(via Companies House, your website, previous bids or other documentation you’ve sent to 

me, etc.) 

I make a list of missing information, facts and figures, references, copies of policies, 

certificates, accounts etc. – all the basic information I need to start creating the draft 

document. I send this list back to you and, while I’m waiting for your response… 

I now start to write the ‘long answers’ – these are the responses to the more detailed 

questions in the tender. This might include: how your company works; how you measure 

and monitor performance, quality, etc.; what processes you have in place for health and 

safety, equal opportunities, training etc.; how you plan to deliver the service and what 

resources you have (the actual questions will depend on the individual questions in the 

tender). 

At this point, the ‘long answers’ will be in a very rough draft format – I note where I need 

more information from you and ask further questions to build up a good picture of your 

business. We can do this over the phone, by email or online – whichever works best for 

you. 

I send you a draft version of the full tender response, including a list of any outstanding 

supporting information (e.g. policies, certificates and so on requested by the tender) and 

notes or comments of any further information still needed, clarifications to specifics or 

other points you should be aware of. 

You should read through this draft carefully and let me know any amendments you would 

like me to make and the answers to any questions or queries I’ve noted, and send me any 

copies of documents still outstanding. 

Once I’ve completed all the remaining answers, I send you a final draft and a .zip file 

containing all the documents that are due to be submitted, along with a list of the 

filenames of each document and which question(s) they relate to. 
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Once you’re happy with the final draft, the bid can be submitted. 

 E-portal submissions: You can either submit the bid yourself, or I can do it on your 

behalf – whichever suits you best.  

 Postal submissions: Again, it’s up to you whether you want to do this yourself or 

have me do it. If you have the resources in your company to print and bind 

documents, or burn CDs if applicable, it’s likely to be far less costly than if I do it. 

 

If the postal address is near to your offices, it may be wise to have someone hand-

deliver it for you, to be certain it gets there. If not, then I strongly recommend using 

a reputable courier service, rather than Royal Mail, as even Recorded and Special 

Delivery are not fully guaranteed – it’s better to be safe than sorry! 

 

Note: Postal submissions usually have restrictions on how the documents are 

packaged and delivered, requiring that no identifying information is on the outer 

package and that the package cannot be identified as yours during delivery. 

The more documents I write for you, the more I get to know about your business. This 

means that future bids can sometimes become more streamlined, because I already have 

much of the information I need – either through learning about your business, or just by 

my having a library of your policies and procedures. Although I don’t generally advocate re-

using information from one bid to another, there is content that can be reused and 

massaged for a new opportunity. For example Health and Safety and Waste Management 

processes. 

If you have a bid, tender or proposal that needs writing, why not give me a call and talk to 

me about what might be involved? Once I’ve had a look at the documents I can give you an 

idea of the cost involved in having me write the document for you. 
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