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WHY TENDER? Tenders, Buyers and Suppliers

It’s tempting to think ‘this is just too 

complicated to bother.’ It’s a time-

consuming process and the 

competition can be fierce, but 

winning work through tendering can 

establish enduring business growth 

you can’t find anywhere else. The 

more you respond to tenders, the 

easier it all gets.

Once upon a time the big guys 

dominated the tendering market, 

but in the past few years, 

governments have put policies in 

place that increasingly make 

tendering for small to medium 

enterprises áÉÇEsÅ worth the eÄort. 

Additionally, state governments in 

Australia are putting in place 

policies that encourage local 

sourcing of contractors.

Researching tenders with resources 

like this guide will help you position 

yourself to win your neît tender. 

This guide contains invaluable 

advice and research collated from 

tender response professionals that’s 

hard to come across. The old saying 

‘knowledge is power’ holds true in 

the world of tendering, and at 

Australian Tenders we want you to 

have the best possible shot at 

winning, every single time.

Types of Tender &pportunities

Payment is normally via a fixed price or a schedule of rates. Organisations 

who request tenders are called buyers and organisations who respond to 

tender requests are called suppliers. If you are looking for work via tender, 

you are a supplier. If you have published a tender in the hope of having 

someone do work for your organisation, you are a buyer.

Buyers may ask for work (or works) via tender from suppliers by issuing 

some form of Request for Tender (R+T). The response is o0en referred to as a 

Response to Tender or a bid and the organisation responding as the tenderer 

or respondent. The acceptance of a tender typically results in a contract 

between the buyer and the supplier. This process is referred to as tendering.

Buyers typically seek tender responses from multiple suppliers in a 

competitive process. They evaluate and accept the tender response that best 

meets their needs and ofers the best value for money..

This is not necessarily the tender with the lowest price.

Tendering for works is common where the monetary value is high, or there is 

significant risk involved. The tender process is more rigorous than the 

process used for quotations. Each tender is governed by its own rules and 

conditions referred to as the conditions of tender.

As you know, there’s many diferent ways you can get iwork’ as a supplier of 

goods or services. It’s interesting that while many organisations issue and 

respond to tenders every day, many don’t actually know this type of work 

exists. When you came across the concept of tendering, you may have 

searched the internet far and wide for a simple understanding of what, 

exactly, a tender is. In simple termsp

A tender is a formal ofer to perform work in return for 

payment. iWork’ is the supply of goods or services or both. 

Below is a list of the diferent itypes’ of tenders that exist. We outline these 

types of requests later in this guide. They are fundamentally the same 

thingp a request for information about your organisation and the services~

products you provide in order to assess your potential for a |ob. 

Our key tip for understanding what is being requested? The devil is in the 

detail. Take the time to thoroughly read and accurately interpret the tender 

documentation provided. 
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Request for Tender (RFT)

Request for Quote (RFQ)

Request for Proposals (RFP)

Approach to Market (ATM)

Invitation to Tender (ITR)

Invitation to &ffer (IT&)
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The 8 Step Tender Process

The tender process from the preparation of tender request documents to awarding a contract can take anywhere from 

a few weeks to several months. The shortest part of the tender process is the time you have to respond to the Request 

for Tender. This could be a week or as long as a few months. 

The tender process typically starts a long time before the tender is issued and you can find out about tender 

opportunities long before they are published. Some tenders are issued as ‘future tenders’—you can search for these at 

Australian Tenders. The earlier you get involved in the tender process the greater your chances of winning. These eight 

steps reflect the standard tender process. Each step is explained in the following pages. 

Australian Tenders brings all the current, future and awarded tenders published around Australia and Ëew Îealand into 

one system, giving you that single source of truth. ¸ith a multiplicity of tender notification services available, you want a 

service you can trust, a well·designed alert system supported by a hard·working team who care for the growth of your 

business; that’s us! Our service means you don't have to scour the newspapers and internet for new contracts and 

tenders, leaving you more time to get the job done.
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Step 5: Tender Response

During the tender response phase, you will have the 

opportunity to ask the buyer questions in writing and 

may be invited to attend a briefing session or site visit. 

There is almost always a deadline for asking questions. 

Briefing sessions might or might not be compulsory, 

either way we recommend that you attend: The 

knowledge gained can be invaluable, and furthermore 

you will have opportunity to meet the buyer, your 

potential customer, and identify competitors. The buyer 

may issue changes to the ¾equest for Tender 

documents during this phase in the form of an 

addendum.

Lodge your tender response

The ¾equest for Tender or quote ¸¾fT or ¾f[P will have a 

closing date and time and will require the response to 

be lodged electronically or printed and lodged at their 

oEice. «ake sure you lodge in the requested format 

before the closing date and time. :hen lodging via 

upload or email, take into account the time it might take 

for the upload. Don’t leave it until the last minute as 

these deadlines are always strict.

Step Í: ÏontrÉËt SÈÆned

The final step in the process is to sign the contract, 

which should be a simple formality. The contract that 

you are expected to sign is normally provided as part of 

the ¾equest for Tender documents which you have read 

carefully and fully understand. You are now in a binding 

contract and are obligated to sign the contract within 

the nominated period.

There might be some contract details that are still to be 

negotiated in which case you may then enter a contract 

negotiation phase to finalise the details of the contract.

Contract Performance

You have signed the contract and now it’s up to you to 

deliver. It is likely that you have a tight delivery time 

frame and face liquidated damages if you fail to deliver. 

If you deliver the chances of winning the next tender are 

greatly improved. If not, the chances are significantly 

reduced.

Step Í: Tender 5&É1+ÉtÈon

Government tenders normally use a panel of people to 

evaluate the tender responses. It can be useful to know 

who is on the panel. The first step for the buyer in the 

evaluation process is to identify which tenders are 

conforming or non8 conforming. If for example you 

failed to provide all the information requested then your 

tender response could be deemed non8conforming and 

may not even be evaluated.

Conforming tenders are then evaluated against the 

evaluation criteria in the tender documents. During the 

evaluation process you can expect to receive written 

questions from the buyer. This is your chance to shine 

by responding promptly and in detail. If you do not 

receive any questions during this phase it is possible 

that your tender response is not under serious 

consideration.O

Once the evaluation is complete a short list will likely be 

formed and those on the short list will be invited to 

undertake a presentation or an interview.

Step d: Tender `_Érded

If you are successful the buyer will likely write to advise 

you that they have accepted or recommend your tender. 

At this point you are the ‘Successful Tenderer’ or if there 

is further approval required such as approval from a 

government minister, you might be the ‘�referred 

Tenderer’.

If you are not successful, politely ask why. The feedback 

you receive will help you win your next tender.

If you are using a tender notification service such 

as , your tender response will 

not be lodged through the notification website, 

but with the buyer’s organisation. The Australian 

Tenders Blog ¸InsightsP has many articles you will 

find useful in preparing your tender response�

Australian Tenders

A Quick Tip
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Advice from Tender Response Experts

READ EVERY SINGLE DOCUMENT

The heading and summary might look perfect for your business; however, the devil is in the detail. Make sure to take 

notes and read through the document thoroughly to ensure this job is within your business’ capabilities. Ultimately, 

you want to understand the requirements of this tender inside and out to be sure it’s worth your precious time and 

resources.

SEE IT THROUGH

Before you commit, it’s essential to take a long hard look at your business capability and ask yourself if it’s ready to 

take the massive step into tendering. Our recommendation is to trust your gut. Only you know your business well 

enough to answer this question. Don’t be afraid to seek professional advice and support at this stage because a bit 

of investment at this stage can reap significant gains if you win.

KNOW YOUR WORTH 

Having a clear understanding of the diferences between value and price will help you present this in your response. 

Research awarded tenders in similar industries and know who your competitors are to see if your business is 

competitive price-wise.

NEVER MISS A BEAT

Be sure to complete all the requirements in the tender. Use an active voice and adopt a persuasive and confident 

tone to demonstrate your capability and professionalism. Also, try to get straight to the point with your answer and 

only include relevant concise information. Answer every question; do not refer to other questions for the answer as 

more than one person is likely to be evaluating the response. Back up your answers with evidence; this can be 

photos’ licenses, CV’s, policies & procedures, testimonials or reference sites.

KNOW THE DEADLINES

Late tender submissions are never accepted, so our advice is to put the dates in your calendar now! It’s also always 

good practice to keep note of any briefings, such as site inspections and meetings, and add these to your calendar 

as well while you’re at it. It is common for suppliers to request an extension to the tender closing date. Avoid this at 

all costs; it may reflect on your capacity to do the work.

CONSIDER YOUR CAPABILITIES

Are you truly the perfect candidate for the job position, or does your business pose the most candid solution for the 

'buyer's issue at stake? Conversely, is this tender truly and wholeheartedly going to benefit you or your business on 

a personal and professional scale? Only tender for work that you are confident you can win, that you know you can 

deliver and will provide a profit that is worth any risk involved.

SEEK MEEDBACr

If you are not successful, politely ask why. The feedback you receive will help you win your next tender.

Ask yourself, �Do we bid or not bid?


If you don’t know the answer to a question , don’t ignore it, 

but instead ask the buyer for clarification.
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