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Enhancing Community Business

Session 1 - Introduction

• What the workshop isn’t:
– A quick fix
– A substitute for the time and resources needed to 

complete a competitive and professional bid
– A focus on one particular stream or programme of 

government funding

• What the workshop is:
– A set of practical tools and a framework to 

competitively approach (or not) your next tender
– A way of assisting you to think competitively and 

laterally about what your agency can achieve and 
provide

– An opportunity for you to understand key aspects to 
competitive tender writing



Enhancing Community Business

Session 1 –Cont.
• Today – 11 sessions:

1. Introduction
2. Do we know what we are getting ourselves 

into?
3. Do we want to get ourselves into this? (or the 

art of saying no)
4. Showing we can do this.
5. The Tender M.A.P. - Model
6. Agency
7. Price
8. Showing we can do this differently.
9. The Tender Document
10. Tender Housekeeping
11. Review



Enhancing Community Business

Session 1 – Cont.

• The current landscape…
– Governments of all persuasions are 

purchasing services from the NFP 
sector

– Funding is competitive and outputs 
based

– Agencies must lay claim to their 
abilities to develop and provide 
contemporary human services



Enhancing Community Business

Session 2 – Do we know what we 
could be getting ourselves into?

• The document analysis - a key factor in 
understanding exactly what is on offer.
– This is not deciding whether to submit a bid 

or not……
• All RFT’s (Requests for Tender) usually 

have 3 key components:
– Programme Description (what service is 

being purchased, essential criteria, and 
cost)

– General Information (how the service will be 
purchased and under what framework, 
closing dates etc.)

– Application Form (what’s allowable and 
what’s not)

MCM

Most Common Mistakes Made…..
1. Agencies don’t read and understand exactly what it 

is the government wants to purchase.
2. Agencies often make broad generalisations with 

respect to what they think is being tendered and 
what actually is being tendered.

3. EXAMPLE – agency writing 122 page bid, only to 
discover on the day before due it was a 12 page 
limit. The bid was withdrawn.



Enhancing Community Business

Session 3 – Do we want to get ourselves 
into this (or the art of saying no)?

• The agency risk analysis – a key 
component in deciding on whether 
to submit a tender or not.

• Asking the hard Q’s – Key Honesty 
Questions.

• Criteria Brainstorming….
• 5 year horizon testing….

MCM

Most Common Mistakes Made……
1. Agencies using a “machine gun approach” to decision 

making – saying yes to everything and firing off tenders 
left, right, and centre.

2. Agencies using a “broad tender net”, casting their 
responses and bids extremely wide in the hope that they 
may “catch” something

3. Agencies not being bluntly honest in their appraisal of their 
capacity and ability to develop a competitive bid.



Enhancing Community Business

Session 4 - Showing we can 
do this
• The 3 “D’s” of Tender writing

• Describe,
• Demonstrate; and
• Demonstrate some more.

• The emphasis on demonstrating your capacity 
to deliver a service or programme is vital to 
the success of your tender bid

• P.E.K.S. Framework
• Practice (What we currently do)
• Experience (What we have done in the past)
• Knowledge (What we know now – research, intel etc)
• Systems (The processes we use to do what we do)

MCM

Most Common Mistakes….
1. Agencies don’t describe or demonstrate their 

experience and capacity to deliver.
2. Agencies expect a “high knowledge component”

from the tender panels. In other words agencies 
have an expectation that the tender panel knows 
them, understands who they are, and has previous 
knowledge of their capacity and skills as an 
organisation. Therefore the agency will feel they 
don’t have to spend the time to effectively describe 
and demonstrate their capacity.

3. Agencies make claims that are not able to be 
substantiated. E.g. “our clients are 100% happy” or 
“all our services are innovative and flexible”



Enhancing Community Business

Session 5 – The Tender M.A.P.

• Generally there are 3 things an 
agency must focus on in 
developing a competitive and 
winning bid:

1. Model
2. Agency
3. Price



Enhancing Community Business

Session 5 – M.A.P.S. Cont.

• The Model…..
• 2 most common approaches by 

governments is that they either set the 
model or they ask the provider to 
describe their model

• Models of service delivery can 
invariably be described in simple 
terms:

• Inputs > Process > Outputs

MCM

Most Common Mistake……
1.Agencies often fail to clearly describe exactly 

what it is they will deliver.
2.Often bids will be overly technical and verbose 

when describing a service model and the 
agencies ability to deliver such a model.

3.Service model descriptions will often be 
confusing and not provide the tender panel 
with a clear picture of how the service will be 
delivered.



Enhancing Community Business

Session 5 – Task (Cont.)
• Your agency is tendering for a new community 

based in-home support service just released by 
the Dept of We Know What The Community 
Needs. The service will support about 20 
adults with a range of support needs living in 
their own homes, flats, and apartments in the 
local community.

• Provide a description of the proposed 
service delivery model, including client 
group, possible location of premises and 
location boundaries for service delivery.



Enhancing Community Business

Session 6 - Agency

• The single most important aspect 
of any tender bid is the agencies 
capacity to deliver the service or 
programme.

• Observe the following 5 Example 
Questions……



Enhancing Community Business

Session 6 – (Cont.)
1. Demonstrated experience in the provision of 

recovery orientated services to individuals with a 
moderate to severe mental illness.

2. Demonstrate the proposed service model to 
provide Independent Living Skills and Social 
Support.

3. Demonstrate the skills and experience of the 
organisation for delivery of services.

4. Demonstrated understanding of, and commitment 
to, programme values of respect and compassion, 
empowerment, strong relationships and trust, 
commitment, flexibility, collaboration, and 
involvement.

5. Demonstrated capacity to work collaboratively 
with a range of partners in the delivery of human 
services.

MCM

Most Common Mistake….
1. Agencies fail to describe their capacity to deliver the 

service often not describing their systems in ways 
that show they have the ability to provide a service.

2. Agencies often submit a sound service model but 
then fail to adequately describe how that model will 
be managed in a particular geographic area, or how 
the systems they currently use will cater for the new 
service or programme.



Enhancing Community Business

Session 7 - Price

• The nature of competitive tendering 
means that price will be one 
determining factor in an agencies 
bid.

• Cheapest will not necessarily win 
the bid.

• Key Honesty Question:
– Does the agency have the capacity to 

bring anything to the table?

MCM

Most Common Mistake….
1. Agencies submit costing information that is 

inaccurate or simply not detailed enough
2. Agencies submit competitive service models and 

approaches but then submit a budget that is 
extremely expensive or simply well above the 
advertised unit costing or budget.

3. Agencies will often provide ‘in-kind” support or 
some contribution to the new service being 
tendered for but will fail to mention this in the bid.

4. Agencies will fail to put an actual cost on the 
amount of in-kind support they will be providing.



Enhancing Community Business

Session 8 – Showing we can 
do this differently
• Innovation!!!

– the successful development and 
utilisation of new ideas to gain a 
benefit……

– There are 2 basic types of 
innovation:

1. Incremental (Where something is adapted 
or modified. This may mean that an old idea 
is transferred to a new setting or that 
existing ideas are embedded in a new 
setting 

2. Radical (This involves completely new 
ideas or the “clean canvas” approach)



Enhancing Community Business

Session 9 – The Tender 
Document
• Different departments have different 

expectations and rules when submitting 
tender documents

• As part of your original document 
analysis, vital to understand what you 
can and can’t do in terms of the final bid 
document  - page limit, word limit, font 
style, attachment limits, etc.

• Successful bidding relies upon knowing 
the limits of the document you are 
planning to submit and working to those 
limits.

1.REMEMBER - glitz is no substitute for 
substance – it is pointless having a well 
presented and formatted professional 
document if the content is poor or 
uncompetitive.

2.The look of your document says a lot about 
your organisation – you’re asking someone to 
invest hundreds of thousands or possibly 
millions of dollars into your agency over time, 
so your bid should reflect this.



Enhancing Community Business

Session 9 - Fonts
B. Within the agency, the 

management and 
monitoring of the Regional 
Operating Agreement would 
be the responsibility of the 
CEO, and Service Level 
Agreements would be 
managed by the Service 
Coordinator with the 
assistance of Key Workers.  
The Service Coordinator 
would meet quarterly (and 
as needed) with the 
Community Housing 
Providers to review and 
monitor the Service Level 
Agreements, and Key 
Workers would also review 
Service Level Agreements 
regularly with individual 
clients.

A. Within the agency, the 
management and 
monitoring of the Regional 
Operating Agreement would 
be the responsibility of the 
CEO, and Service Level 
Agreements would be 
managed by the Service 
Coordinator with the 
assistance of Key Workers.  
The Service Coordinator 
would meet quarterly (and 
as needed) with the 
Community Housing 
Providers to review and 
monitor the Service Level 
Agreements, and Key 
Workers would also review 
Service Level Agreements 
regularly with individual 
clients.

1.Simple font shape and colour can draw the 
eye into the document
2.Consistency is vital



Enhancing Community Business

B. Our ability to assist clients 
meet their goals is 
described in the following 
chart:

Session 9 Tables and Graphs

A. As an indication of our 
ability to assist individuals 
live more independently in 
their local communities, 
client outcomes have 
gradually improved over the 
past 12 months. Individual 
planning data captured from 
our operational 
documentation shows that 
approximately 72% of 
service users meeting their 
independent living goals. 
Moreover, the remaining 
28% of clients are well on 
their way to meeting their 
goals.

Client Goal Attainment - 2007

72%

28%

Goals Met

Part ially Met

1.All tables and graphs need to be labelled, 
clear, and above all relevant.

2.These can be very useful in demonstrating 
achievements.



Enhancing Community Business

Session 9 - Bullet Lists.
B. Support and activities will 

be provided both in the 
community and in the 
service user’s place of 
residence (if appropriate). 
These may include: 

• cooking for nutrition & 
pleasure, 

• shopping, 
• domestic skills, 
• communication, 
• social and interpersonal 

skills 
• health, 
• hygiene and well-being,
• information technology, 

and
• budgeting. 

A. Support and activities will 
be provided both in the 
community and in the 
service user’s place of 
residence (if appropriate). 
These may include 
cooking for nutrition & 
pleasure, shopping, 
domestic skills, 
communication, social 
and interpersonal skills 
health, hygiene, and well-
being, information 
technology, and 
budgeting. 

1.An effective way of assisting readers follow an 
argument or process.

2.Also effectively breaks up dense narrative



Enhancing Community Business

Session 9 - Diagrams
A. The service will be 

managed by a co-
ordinator who will be paid 
at the SACS Grade 4 
level. He/she will be 
responsible for supporting 
and managing a diverse 
staff group that will 
include support workers, 
specialist staff (OT’s, 
Physiotherapists, 
Behavioural Therapists 
etc.), as well as a mix of 
sub-contracted support 
staff and specialist CALD 
and ATSI staff.

Service Coordinator

SACS Grade 4
1 Full Time

Direct Care Workers

SACS Grade XXX

Sub contracted Direct 
Care Staff

SACS Grade XXX 

Sub contracted CALD 
and Indigenous staff

Administrative Support

SACS Grade 2 

Existing Service Specialists

OT, educator, behaviour 
specialist, 

physiotherapist, speech 
pathologist

B.

1.Slide B shows simplicity in a graphic form. 
2.All diagrams need to be labelled, clear, and 

above all relevant.



Enhancing Community Business

Session 9 - Attachments
B. We have extensive 

experience in the 
development of person 
centred plans for 
individuals. (Please see 
Attachment 3 for an 
example of one of our 
Person Centred Plans). 
Our staff receive on-going 
training in the 
implementation of person 
centred planning. (Please 
see Attachment 4 for an 
overview of our Person 
Centred Plan staff 
training model).

A. We have extensive 
experience in the 
development of person 
centred plans for 
individuals. Our staff 
receive on-going training 
in the implementation of 
person centred planning.

1.Can add much value to your argument or 
demonstrating ability without impacting upon 
the word or page limits.



Enhancing Community Business

Session 9 – Cover Pages
Submission for PHaMs 

Round 20

Average Community 
Services

RFT No 895-08

January 2008

1.Simply adds a more professional display of the 
document – pleasing to the eye and already 
stands out as the first thing people see. 
REMEMBER FIRST IMPRESSIONS!!



Enhancing Community Business

Session 9 – Case studies & Scenarios
Case Study: Judy is a 24 year old client.  Judy’s sister Lucy has been appointed as 
her legal guardian and an independent financial guardian has also been appointed.  
David has been assigned by Lovely Community Service as Judy’s Key worker.  
Judy has been living in her current unit for 6 months but is in danger of losing her 
tenancy because of poor relations with her elderly neighbours (she yells at them 
whenever she sees them on their balcony).
David arranges a meeting with Judy, Lucy and Brian from the Community Housing 
Provider to establish a Residential Tenancy Agreement.  During the meeting, the 
financial guardian is teleconferenced in to discuss the rental component of the 
Agreement.  A Residential Tenancy Agreement is developed that includes:
•Rent – amount and frequency of payment.
•Cleaning – Judy agrees to keep the house clean and tidy herself, and to schedule 
a housework day every Wednesday with the assistance of her direct care worker.  
•Neighbour relations – Judy has admitted that the reason she yells at her 
neighbours is because she is scared of their cat.  She agrees to stop yelling at 
them, and David discusses strategies for dealing with her fear of cats (slow 
introduction to the cat, learning more about cats, talking to cat owners). 
•These elements are incorporated into Judy’s Person Centred Plan (Individual 
Plan), including consequences for not meeting these obligations and review dates 
to monitor progress against the plan.

Describe 
your 
agencies 
approach 
to person 
centred 
planning.

1.Can instantly describe the agencies process 
as it relates to a style or type of service 
delivery. Can be a very powerful tool if 
effectively used. (but not too much).



Enhancing Community Business

Session 9 - Budgets
• Budgets can be sexy!

1.Budgets don’t have to be boring and bland.
2.Graphs and detail make for a professional 

presentation and can improve the ability of the 
reader to understand the cost approaches 
made by the agency





Enhancing Community Business

Session 10 – Tender 
Housekeeping

1. Leading the process…..
• Someone to co-ordinate the 

process
• Someone to develop a clear 

checklist or project plan of 
developing and submitting the 
tender

• Someone with delegation to make 
decisions and “calls” relating to 
the tender


