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Sample Effective Bidding Unit and Responsibilities 

Technical Writers 
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�Identification and 
recruitment of key personnel 
�Ensure appropriateness of  
CV, length / content 

�Partnership / Consortium  
�Agreement Signature  
�Job Assignments  
�Selection / Approval of Consult selection 
�Overall Decision making 
�Approve Financial & Technical Proposal 

�Sign every page of document 

Development Manager �Coordination of Proposal Prep. Team 
�General / Final Formatting of Document 
�Prepare (1) Cover Page (2) Executive 
Summary and (3) Introduction 
�Quality Control 
�Pack and Label Documents in multiple 
copies 

Bid Coordinator 

Bid Writer 

“The Pen” 

�Overall Methodology preparation 
�Structure and Layout of Technical 
Proposal 
�Selection and identification of charts 
and content of specific sections 

�Collection of key sector and country data and 
information 
�Identification of key contacts and decision makers 
�Preparation of charts for project 

�Technical content and input for writers 

Researchers 
(head office & field, 

including local firm)  

HR/ CV Recruitment 
Specialist  

(Head off. & Local) 

CV input 

(Administrative Staff) 

Administrative Support 

�General Support for Technical 
and Financial Proposal 

Financial Specialist 

Accountant 

T
E

C
H

N
IC

A
L 

�Ensure corporate and financial 

accuracy integrity 

�Financial Proposal Format 
�Formula for the proposal 
�Confirm all Costs 
�Competitor intelligence 


