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Please note: upon receiving confirmation from a client that they wish to pursue a tender, Big Sister will proceed upon the reasonable assumption that the client has read and understood all of the tender documentation and is therefore confident that they are able to fulfil all of the tender requirements. Big Sister will not be held responsible for instances where the client has proceeded without due diligence and is unsuccessful due to failure to meet such criteria.
If you can please take the time and care to go over each element held within this bid plan carefully. To ensure a high-quality response is submitted, we may require input from you. Where this is the case, if you could please provide bullet points (nothing too strenuous) so we can develop this into more detailed narrative (see below***).
	Bid specifics

	Client
	

	Bid
	

	Buyer
	

	Submission deadline date
	

	Submission deadline time
	

	Word count
	

	Bid manager
	

	Writing team
	

	Bid reviewer
	

	Important information
	

	Portal username
	Please provide

	Portal password
	Please provide



	*Please note, we have inputted our content plan in the ‘Approach’ column. If you could please review this to ensure that you are happy with our approach and if there are any further points to include. 
**Our approach needs to be backed up by clear evidence – this will be asked for in the ‘Information Needed’ column.
***Where we are asking for information, you can leave a response in the ‘Client Response’ column. 



	FOR COMPLETION BY BIG SISTER
This is our approach to writing your quality responses. 
	FOR COMPLETION BY CLIENT
This section is for you to provide specific details about your company 
so we can tailor and personalise your quality responses.

	1) QUESTIONS
	2) *APPROACH
	3) RFP SECTION
	4) **INFORMATION NEEDED
	5) ***CLIENT RESPONSE
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