AMPLIFA PROCUREMENT GLOSSARY

Bidder Information: Structured Exchange of
Information between the Contracting
Authority and Bidders

Bidder information covers all information a potential supplier or service provider receives in the
course of a tender or submits for the evaluation of its quotation. It forms the informational basis
between enquiry and quote submission and ensures that all parties work from the same
information. In industrial procurement, the quality of the bidder information largely determines
comparability, competitive intensity and award speed. Faulty or incomplete bidder information
frequently leads to follow-up queries, delayed submission deadlines or subsequent price
negotiations.

Key facts

« Bidder information comprises documents, terms and queries relating to a tender prior to quote
submission.

* It serves to create a level competitive playing field for all bidders.

* Typical components are the statement of work, drawings, contract terms and bidder questions.

 In public procurement, bidder information is subject to strict transparency and deadline
requirements.

« Digital platforms and bidder registers increasingly replace traditional written correspondence.

 In practice, incomplete bidder information frequently causes change orders and price discussions
after contract award.

Definition: bidder information

Bidder information is the totality of information exchanged between the contracting authority and bidders
during the procurement process. It ranges from the publication of the notice to the answering of bidder
questions and amendments to the statement of work before the submission deadline.

Distinction from tender documents

The tender documents are the fixed, formal part of the bidder information: the specification of work,
technical specifications, contract and purchasing terms. Bidder information in the broader sense
additionally covers everything added during the bidding phase — responses to bidder enquiries, minutes
of bidder rounds, updated drawings or changed delivery dates. For buyers, this means: any information
made available to one bidder must in principle be available to all bidders at the same time and in the
same form. Otherwise, an impression of preferential treatment arises, which can lead to competitive
harm and legal risks.

Legal classification
In public procurement law, bidder information forms part of the transparency obligation: material
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changes before the submission deadline must be communicated and the deadline often extended
appropriately. In the private sector, this applies in any case as a matter of principle to contracts for sale
and for work: material information on which the quotation is based may become part of the contract. As
the details depend heavily on the individual case, tender documents and communication channels
should be legally reviewed in advance. In practice, it has proven effective to document all information in
writing and to maintain numbered question-and-answer catalogues.

Components and methods of bidder information

In practice, complete bidder information often follows a checklist so that bidders can prepare a reliable
quotation without follow-up queries.

Standard components

Bidder information typically includes: a cover letter with deadlines and contact route, the statement of
work or requirements specification, technical documents such as drawings and bills of materials,
contract and purchasing terms, forms for price schedules and declarations, as well as information on
delivery dates, packaging requirements in accordance with the German Packaging Act (VerpackG) and
certification requirements. For quality-critical parts, requirements from the quality agreement also apply,
for example regarding first article inspection (EMPB) and inspection processes.

» Statement of work with technical specifications
 Price schedules with a uniform cost structure
« Compliance and certification declarations

Bidder questions and answer catalogues

The second most common component is the question-and-answer catalogue. Bidders submit questions
by the deadline; the contracting authority answers them in anonymised form to all participants. This
prevents individual bidders from gaining informational advantages. Efficient procurement departments
consolidate questions, answer them in batches at fixed dates and only extend submission deadlines in
the event of material changes. The catalogue later also serves as evidence of the assumptions
underlying the quotation — an important protection in subsequent disputes over the scope of work.

Digital exchange and the bidder register

Increasingly, procurement processes run via digital procurement platforms. There, bidder information is
maintained centrally, all bidders receive automatic notifications of changes and upload their quotations
in encrypted form. A bidder register documents who downloaded documents and submitted quotations,
thereby supporting transparency and traceability. Through ERP integration, master data, reference data
and historical prices flow directly into the enquiry, eliminating manual duplicate maintenance and
improving quotation quality.

Key KPIs for managing the bidding process

The quality of bidder information can be measured using metrics that show buyers where improvements
are needed.

Process metrics

Key metrics are the number of bidder questions per tender (an indicator of document quality), the
quotation response rate (the proportion of invitees who actually submit a quotation) and the average
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duration from enquiry to quotation. High numbers of questions indicate unclear statements of work; low
response rates indicate deadlines that are too tight or unattractive lot sizes. In practice, well-prepared
tenders often show single-digit numbers of bidder questions per lot, whereas unclear documents
generate considerably more follow-up queries.

» Quotation response rate: proportion of quotations submitted relative to invited bidders
» Bidder questions per lot as a quality measure for documents
* Lead time from publication to submission deadline

Result metrics

On the results side, the price range between quotations, the number of subsequent change orders and
the volume of renegotiations are of interest. A wide price range may indicate differing levels of
information among bidders — a typical symptom of incomplete bidder information. The rate of emergency
orders after the award also shows whether deadlines and capacities were communicated realistically.
Buyers should track these metrics by commodity group and use ABC analysis to prioritise where
standardised bidder information has the greatest leverage.

Risks and controls in handling bidder information

Errors in bidder information affect the entire contract term — from price renegotiations to quality defects.

Typical risk areas

Common problems are: one-sided information to individual bidders, unclear technical specifications,
missing information on volume developments or delivery chains, and subsequent changes without a
deadline extension. Confidentiality and competition law are particularly sensitive: drawings and costing
data may only be used for the intended purpose, and the exchange of competitively sensitive
information between bidders must be strictly prevented. Warranty and liability issues (for example via a
parent company guarantee or a penalty clause for delay) must also be communicated early and
consistently.

Controls and governance

Effective controls include a four-eyes review of the tender documents, standardised
guestion-and-answer processes, documented deadline management rules and access rights to
technical documents. Before contract award, a structured supplier feasibility review is recommended, in
which the bidder confirms the feasibility of the required specification — this allows unrealistic quotations
to be identified early. On the supplier side, inclusion in the Approved Vendor List (AVL) concludes the
process; in addition, an audit programme verifies whether the processes presented in the quotation
actually exist.

Consequences for later process stages

Unclear bidder information has knock-on effects: it complicates the order acknowledgement obligation in
day-to-day operations, leads to additional costs in the cost of poor quality (COPQ) category and makes
later ramp-down management agreements difficult for phase-out products. Conversely, clean bidder
information pays off over the entire lifecycle — from first article inspection (EMPB) to the returns process,
because the scope of work and responsibilities are fixed in writing.
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Current developments: digitalisation and new requirements

Bidder information is shifting from PDF attachments to structured data on platforms and in Al-supported
workflows.

Data-driven procurement

Modern procurement organisations feed tender data into a data lake or central data warehouse
environments in order to incorporate historical prices, supplier ratings and market indices such as the
commodity index into bid evaluation. Al-supported enquiry preparation relieves buyers of the work of
preparing statements of work and identifies gaps in documents before bidders raise queries. The
prerequisite is a clean data stock — for example a well-maintained golden record for material master
data — since faulty reference data flow directly into the tender.

Resilience, regionality and sustainability

Bidder information increasingly also requests supply chain compliance, CO data and regionalisation
levels. In the course of reshoring strategies and increased vertical integration, the evaluation criteria are
changing: lead times, risk diversification and sustainability evidence are gaining importance alongside
price. Bidders must submit more evidence accordingly; contracting authorities need clear formats in
order to evaluate these on a comparable basis. The end of the supply relationship — for example within
ramp-down management — is also increasingly governed directly in the tender.

Standardisation and economies of scale

Across industries, efforts are growing to standardise bidder information: uniform price schedule
structures, classified material data and pre-formulated purchasing terms reduce coordination effort on
both sides. For technical procurement, this means: those who provide standardised, complete bidder
information as a customer receive faster, more comparable quotations and frequently achieve better
terms — up to early payment discount models, which are reflected in a higher early payment discount
rate.

Typical metrics

Quotation response rate: > 70 %
Typical benchmark for well-targeted tenders; significantly lower values indicate problems with documents or
deadlines.

Bidder questions per tender: <10
Frequent benchmark for well-prepared documents; high figures signal unclear specifications.

Lead time from enquiry to quotation: 2—4 weeks
Usual range in B2B mechanical engineering; complex work packages take considerably longer.

Change order rate after award: <5 %
Indicator of how robustly the bidder information defined the scope of work.

Practical example

A medium-sized mechanical engineering company tenders the manufacture of around 40 steel
assemblies. Previously, interested parties received a zip folder with drawings and loose emails with
follow-up queries. After the award, it emerged that two bidders had worked from outdated drawings — the
result was renegotiations and a delayed delivery start. The company subsequently reorganised the
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process:

 Introduction of a numbered question-and-answer catalogue with fixed cut-off dates and automatic
distribution to all bidders

« Uniform price schedule structure with material, manufacturing and logistics cost components for
direct comparability

« Mandatory supplier feasibility review for quality-critical items prior to quote submission

* Documentation of all document downloads in the bidder register for audit purposes

Conclusion

Bidder information is far more than an attachment to a tender: it defines the benchmark on which all
quotations are based and thus shapes price quality, delivery reliability and subsequent collaboration.
Those who make documents complete, up to date and equally accessible to all bidders significantly
reduce follow-up queries, change orders and dispute risk. Digital platforms, structured data and
standardised formats noticeably reduce effort on both sides. At the same time, transparency,
confidentiality and documented communication remain indispensable control instruments. Buyers who
manage bidder information as a distinct process step with clear KPIs gain measurably in negotiating
power and process speed.

Frequently asked questions

What is included in bidder information?

Bidder information comprises all documents and communications a bidder needs to prepare a
quotation: the statement of work, technical drawings, contract terms, price schedules and answers to
bidder questions. Subsequent amendments and additions before the submission deadline also form part
of it. It is essential that all bidders receive the same information at the same time.

What deadlines apply to bidder information in public tenders?

In public procurement, material changes to the tender documents must be communicated to all bidders,
usually with an adequate deadline extension so that bidders can adjust their quotations. The specific
deadlines depend on the procurement procedure type and contract value. In individual cases, the
procurement law requirements should be reviewed by a specialist.

What is the difference between bidder information and tender documents?

The tender documents are the fixed, formal part (specification of work, terms and conditions, forms).
Bidder information additionally covers the dynamic exchange during the bidding phase: bidder
questions, answer catalogues, amendments and minutes. It ensures that all bidders price on an identical
information basis.

Why must bidder questions be communicated to all bidders?

Otherwise, individual bidders gain informational or timing advantages, which distorts competition and
creates legal risks. Anonymised question-and-answer catalogues sent to all participants ensure equal
treatment. They also document the scope of work and protect against later disputes over assumptions in
the quotation.

How can | increase the response rate of my tenders?
The key factors are complete, unambiguous documents, realistic deadlines and simple submission
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routes. Standardised price schedules, clear specifications and prompt answers to bidder questions
lower the barrier. Precisely targeted selection of invited suppliers — for example via a well-maintained
Approved Vendor List — also significantly improves the response rate.

What role does bidder information play in bid evaluation?

It is the reference against which all quotations are measured: only if all bidders base their quotations on
the same requirements, quantities and assumptions are prices and performance truly comparable.
Unclear bidder information leads to differing pricing bases and hampers value capture. Clean
documentation also makes the award decision easier to trace.
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