The timetable to prepare a tender application can often be extremely tight, therefore all the following must be in place if your organisation wants to submit an application.

Suitable Policies 
· Equal opportunities policy Equal Opportunities Policy and Guidance
· Environmental policy Environmental Policy Guidance
· Health and Safety compliance/policy Health & Safety Policy Guidance
Risk Assessments

· Trustees (who are required by law to sign the contracts) should have undergone a Risk Assessment. 

Quality Mark

· It is essential to have a quality mark – minimum ‘Investors in People’.
Preferred Providers List

· It is essential to get into as many preferred providers lists as possible.  Preferred providers lists are a way of being eligible to bid for tenders and are recognition of Quality. 

Partnerships

· Partnerships should be developed with equally robust organisations by drawing up formal agreements, whereby a lead partner is responsible for the tender with smaller organisations involved in the partnership as sub-contractors.

Risk Management Systems

· It is essential to have appropriate risk management systems in place in relation to the organisations:

· Trustee Board

· Senior Management

· Operations

· Service Users
· A risk register should be implemented Risk Appraisal
Referees

· Reputable referees will need to provide references for tender applications.
