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AI bid policy and declaration pack
A one-page AI policy for your bid team, declaration wording for tender schedules, and a ten-minute audit to run this week. Companion to the Thinking post ‘Before you put AI in your bids, answer the probity question’.
1. The one-page AI policy
Adapt the wording below, fill in the approved tools table, and give it to everyone who works on a tender, including consultants and subcontractors writing sections.
[Company name] bid team: use of AI tools
1. Client material stays out. Nothing from a client's tender documents goes into any AI tool that trains on inputs or stores them outside our control. No exceptions, including the request itself.
1. Our confidential material follows the same rule. Pricing above all, then methodology, rates, and personal information about our people.
1. Approved tools only, by name. Enterprise tools with contractual data controls are treated differently from consumer tools with a login. The approved list is below. If a tool isn't on it, don't use it on tender material.
1. A person is accountable for every AI-assisted passage. Everything drafted or edited with AI is reviewed and signed off by someone who can defend it at the debrief or interview.
Approved tools
	Tool
	Enterprise with data controls, or consumer?
	Approved for
	Not approved for

	
	
	
	

	
	
	
	

	
	
	
	


Policy owner: [name]     Last reviewed: [date]
2. Declaration wording
More tender schedules now ask bidders to declare whether and how AI was used. Decide your answer before lodgement, not in a clarification response. Plain and confident reads as governance; evasive reads as risk.
If AI tools were used
‘AI tools were used to assist with production tasks in preparing this submission, such as extracting requirements, formatting and editing. All content was prepared, reviewed and approved by [company] personnel who are accountable for it. No information provided by [client] in connection with this tender was entered into any tool that retains or trains on inputs, and all AI use was within [company]'s data controls.’
If no AI tools were used
‘No AI tools were used in preparing this submission. All content was prepared, reviewed and approved by [company] personnel.’
Check the tender conditions first: some clients set their own wording or restrictions, and theirs takes precedence.
3. The ten-minute audit
Ask your current bid team these questions this week.
1. Which AI tools are you using on tender material right now?
1. Has any client document, or any part of one, gone into a tool we don't control?
1. Do we have wording ready if a tender asks us to declare AI use?
1. Who reviews AI-assisted text before it goes out?
If nobody centrally knows the answer to the first question, the policy is already overdue.
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