	
	Bid Report Template


[image: ]
	
The contract specialist will prepare a bid report, which shall include the following:

Executive summary

Process to date
Request for approval


Proposal evaluation

Summary of technical evaluation together with details of any clarifications, benefits, and savings
Summary of commercial evaluation together with details of any clarifications, benefits, and savings

Risks and opportunities

Details of any risks still present and mitigation plans
Value for money/savings opportunity/asset preservation

Requirements of contracting strategy

Award stage evaluation results

Recommendation of award
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