Professional Bid Production Support
Put your bid in safe hands

You can’t buy time... or can you?
Towards the end of a large bid, with the deadline looming, your most precious
commodity is time, and it’s running out fast.
In the early stages of a bid, it might seem like a good idea to let the bid writers
format their own documents, or delegate the formatting to a couple of administration
assistants - after all, it will save money, won’t it?
With hindsight, this often proves to be a false economy, particularly as it can have a
significant impact on the quality of the bid and even threaten the on-time delivery,
putting at risk all the time, money and effort put into it.
With a professional formatting team backing you up, you can be sure that the quality
of the documents will be second to none and compliant with corporate style.

Let the writers write, let the formatters format

Formatting in your sleep
We tend to work remotely whenever it’s possible and practical to do so; it is more
economical for our customers and affords greater flexibility.
It also allows us to provide an overnight service, whereby your writers and editors
finish their working day, send us the documents or graphics they have been working
on, and we turn them around overnight. These documents are then available to the
authors first thing the following morning, allowing them to continue working with no
downtime.

This bid manager left the office at 5.30. But
before he did he sent his bid to Checkpoint for
formatting, safe in the knowledge that it would
be back with him in the morning, looking great,
ready for the Red Team.

This bid manager did not. He has a 120 page
document to format by tomorrow morning for the
Red Team review. Microsoft Word isn’t helping
and doesn’t seem to appreciate the urgency of
the situation!

There when you need us
...not costing anything when you don’t
Whilst we are very happy to provide
on-site support to bids as required,
we are often able to provide a high
level of support remotely. In some
circumstances this can be a far more
cost effective alternative.
Where we can work remotely, our
flexibility can be tailored to your
daily requirements. So if you only
have a few documents or graphics,
amounting to 2 or 3 hours work, just
let us know when we can expect them
and when you need them back.
If it only takes us 2 hours we’ll only charge you 2 hours

Producing the perfect bid

9 to 5 ...whenever

From a production support point of view,
there are three distinct phases of a bid.

Working on bids is not 9 to 5; this is
something we are keenly aware of,
having seen the small hours on many
occasions.

It’s obvious what we do in the final phase
of a bid, and during the writing phase
we can provide support as required,
particularly for reviews.
It is the initial phase of a bid that is really
important and often overlooked.
At this stage:
• We should be involved with the
creation or testing of the template
• Once agreed the template should not
change
• We will ensure that all members of
the writing and reviewing teams
know how to use the template
correctly and where to get support
Following these steps does not negate the
need for formatting, but does ensure that
the documents are in the best possible
shape when we recieve them for the final
push.

Providing exceptional formatting and
graphics support, working in harmony
with your project, whenever that
happens to be, is something we are
passionate about delivering.
And, despite the high pressure
environment, we will bring with us
calmness and the all important sense of
humour!
Whether remote or on-site, we will be
there when you need us.
We don’t stop until
you don’t need us any more

Graphics

Formatting

We can provide support for the creation,
modification and editing of graphics
throughout the bid, including technical
illustrations.

Maintaining absolute consistency and
accurate cross-referencing throughout
a document running to many hundreds
of pages, written by multiple authors,
requires an exceptional eye for detail
and extensive knowledge of Microsoft
Word and all its idiosyncrasies.

Make your bid really stand out, with the
design of covers, tabs, spines, brochures
and tri-folds.
The executive summary demands
particular attention and we can provide
designs and graphics for this important
section.

The experience and calmness that a
professional formatter can bring to a
bid is invaluable, particularly at the
eleventh hour.

Template Design

Bid Coordination

We can design templates and style guides
to conform to the requirements set out
in the bid specification, whilst also being
sympathetic to your corporate style.

Coordination of documents throughout
the bid process is imperative for both
version control and efficiency.

Macro-enabled Templates
Macro-enabled templates can be an
exceptionally useful tool for bid production,
improving quality and consistency during
bid writing and increasing productivity via
the customized ribbon and automation of
time consuming, repetitive processes.

We can take care of this with book
plans, EDMS administration and a
clearly focused overview of the bid as it
progresses.
General Document Support
• PDF or InDesign to Word
• Hard copy or scanned documents
to Word or PDF

Proofreading

• PowerPoint Presentations

The proofreading of bids, often technical
in nature, requires not only an eye for
detail, but also somebody with a technical
background who can appreciate and
broadly understand the content.

• Re-branding - translating old
documents into new corporate style
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• Obsolete file formats to editable
Word documents

