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The sections below give you an overview of the key areas you should aim to cover when preparing your tender or quote.

You may find that some sections naturally overlap. You don’t need to repeat yourself unnecessarily, so you may choose to combine sections where it makes the document flow better. The purpose of this outline is to help you think through what needs to be included and make sure nothing important is missed.

Always refer carefully to any information, specification or instructions provided by the client. This is especially important when completing the Method Statement, as this should respond directly to what the client has asked for.

Remember, whatever is included in your tender may form the basis of the contract, so be clear, realistic and specific about what you are offering. Avoid vague promises and instead explain how the service will be delivered, managed and checked.


1. Introduction

Include:
· Your business name, address and contact details 
· A brief introduction to the company 
· Confirmation you are submitting for the named contract 
· A short summary of why you are a good fit 
· Any key strengths, such as local team, commercial experience, reliable staff, strong training, owner involvement, quality checks, flexibility 


2. Company overview

Include:
· How long you have been trading 
· Type of cleaning you specialise in 
· Areas covered 
· Management structure 
· Your values and approach 
· Relevant experience 
· Any memberships, awards, accreditations or training 



3. Understanding of the contract

Include:
· The site or sites to be cleaned 
· Frequency of cleaning 
· Areas included 
· Any high-priority areas 
· Access arrangements 
· Security/key holding 
· Out-of-hours requirements 
· Consumables, equipment or chemicals needed 
· Any risks or challenges you have identified 
· How you will avoid disruption to the client 


4. Method statement

Include:
· Daily, weekly and periodic cleaning tasks 
· Cleaning standards you will work to 
· Opening and closing procedures if relevant 
· Colour-coded cleaning systems 
· COSHH-safe chemical use 
· Equipment to be used 
· Waste handling 
· Reporting issues or maintenance concerns 
· Communication with the client 
· How staff will sign in/out or record completion 
· What happens if the regular cleaner is off sick or on holiday 




5. Staffing and management

Include:
· TUPE review 
· Who will clean the site 
· Who supervises them 
· Who the client contacts 
· Staff vetting/right-to-work checks 
· Training process 
· Cover for absence and holidays 
· Uniform/PPE 
· Timekeeping and attendance monitoring 
· Escalation process 


6. Quality control

Include:
· Cleaning checklists 
· Supervisor inspections 
· Client feedback process 
· Photo checks, if used 
· Monthly review meetings 
· Complaint handling process 
· Re-clean procedure 
· KPIs you will track 
· How you record and resolve issues 



7. Health and safety

Include:
· Health and safety policy 
· Risk assessments 
· COSHH assessments 
· Safe systems of work 
· Colour coding
· PPE 
· Accident reporting 
· Manual handling 
· Lone working 
· Slips/trips/falls prevention 
· Safe chemical storage 
· Equipment checks 
· PAT testing if relevant 


8. Environmental approach

Include:
· Careful chemical use 
· Concentrated products where appropriate 
· Reduced plastic waste 
· Microfibre systems 
· Correct dilution 
· Waste separation/recycling where possible 
· Avoiding unnecessary product use 
· Energy/water-conscious cleaning practices 



9. Safeguarding, confidentiality and security

Depending on the contract, include:
· DBS checks if needed 
· Key holding process 
· Alarm codes/security procedures 
· Confidentiality expectations 
· Data protection awareness 
· Staff conduct on site 
· No unauthorised visitors 
· Reporting suspicious activity or damage 


10. Insurance and compliance documents

Usually include or be ready to provide:
· Public liability insurance 
· Employers’ liability insurance 
· Professional indemnity, if requested 
· Health and safety policy 
· COSHH documents 
· Risk assessments 
· Method statements 
· Training records 
· Right-to-work process 
· GDPR/data protection statement 
· Modern slavery statement, if relevant 
· Equal opportunities policy 
· Environmental policy 
· Business continuity plan 
· References 
· Accounts or financial information if requested 


11. Pricing schedule

Include:
· Number of hours 
· Materials/chemicals 
· Consumables, if included 
· Equipment 
· Periodic cleaning costs 
· Deep cleaning costs 
· VAT status 
· Total monthly cost 
· Total annual cost 


12. Added value / why choose you

Include things like:
· Optional additional services
· Local, responsive management 
· Consistent team
· Proper onboarding and training 
· Practical quality checks 
· Fast communication 
· Clear complaint handling 
· Flexibility for extra cleans 
· Experience with similar clients 
· Understanding of the cleaning industry 
· Strong staff support and retention 
· Reliable cover arrangements 
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