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Legal Notice 

These materials include proprietary and 
confidential information and are provided to 
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Advancing the Art of Tendering 

Smart Templates 
 “Most organizations remain mired in outdated tendering 

templates that require manual data entry, produce drafting 
gridlock and create version control chaos. Smart 
templates take us light years ahead of current drafting 
procedures by enabling team members to concurrently 
upload their content to facilitate coordinated document 
drafting and editing while allowing final document 
assembly with the push of a button.” 
 
 

Paul Emanuelli 
“2020 Vision: How To Relaunch Your Tendering System” 

Purchasing B2b magazine, June 2016 





Launching Orbidder 
Reaching New Heights of Speed and Precision 

Orbidder is an automated RFX Drafting Control Room 
created by The Procurement Office to help your 
organization reach new heights of speed and precision 
when designing, drafting and assembling your tendering 
documents.  



Launching Orbidder 
Reaching New Heights of Speed and Precision 

Orbidder brings the ultimate procurement command system 
to your fingertips. Using a suite of state-of-the-art templates 
developed by the Procurement Office to cover the full range 
of tendering procedures, Orbidder gives you: 
 
1.  A proprietary project design interface that guides your 

project team through its procurement planning 
decisions and creates a customized project blueprint 
that aligns with the appropriate tendering template 



Launching Orbidder 
Reaching New Heights of Speed and Precision 

2.  A drafting control room that allows you to assign 
drafting roles across your project team and monitor the 
progress of your drafting process as team members 
upload their content into the system for each project 

3.  An automated RFX assembly process that instantly 
merges your team’s project-specific content with the 
appropriate tendering template based on each unique 
project design blueprint 

  



Why Do We Need 
Orbidder? 



Why Do We Need Orbidder? 

Orbidder helps your organization with the following functions: 

1.  Guides you through the critical RFX design planning stage 
2.  Coordinates the drafting of core project content 
3.  Simplifies the selection of the appropriate tendering format 
4.  Accelerates RFX drafting to meet your deadlines 
5.  Integrates project content into the right format 
6.  Organizes reusable content for easy access 
7.  Tracks metrics to identify process bottlenecks 



1.  What are we Buying? 
q  Requirements and Material Disclosures 

2.  What is the Pricing Structure? 
q  Stipulated Sum or Time and Materials 

3.  What is the Evaluation Plan? 
q  Low Bid or High Score 

4.  What are the Contract Terms? 
q  Predefined or Established through Dialogue 

5.  What is the Appropriate Tendering Template? 
q The Procurement Playbook 

Design Planning 
To coordinate the RFX drafting process, project teams should focus on 
the five key design planning questions before they start drafting: 
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Traditional RFX assembly requires the manual drafting and 
incorporation of core project content into existing tendering templates: 



Format Selection 
Manual drafting also requires an advanced understanding of tendering 
templates to select the appropriate format for each project: 



Manual Drafting is Slow and Complicated 
The manual coordination of RFX design planning, drafting and assembly is 
a complex task typically performed under pressing time constraints.  



Compromising Speed or Precision 
Drafting complications inevitably lead to delays, forcing trade-offs 
between project deadlines and content compliance: 
 



No More Compromises 
By automating the RFX design, drafting and assembly process, 
Orbidder’s high speed precision helps you meet your deadlines and 
maintain your compliance standards: 
 



Integrating Content into the Right Format 
Behind its simple user interface, Orbidder performs a complex 
analysis to create each unique project blueprint. This helps 
structure your core project elements and align them with the 
process elements from the appropriate tendering template: 



The Elements of RFX Drafting  

Orbidder streamlines RFX content into three categories: 
 

 

1.   Core Project Elements: Project details explaining “What are we 
buying?”, “How are we paying?” and “What are the award criteria?” 

2.   Variable Process Elements: Process details that apply to a 
specific project (e.g. key dates, contacts, submission location) 

3.   Standard Process Elements: Embedded process rules that are 
specific to certain template formats (e.g. irrevocability clauses for 
ITTs/RFBs, negotiation protocols for NRFPs) or universal to all 
template formats (e.g. pre-bid Q&A protocols)  



Advanced Template Architecture 

 
By breaking down content into an RFX Table of Elements, 
Orbidder’s smart templates employ a streamlined and 
modularized architecture that enables concurrent drafting 
and real-time version control and assembly. 
 
Orbidder instantly integrates your core project elements 
and variable process elements with the embedded 
standard process elements in the appropriate tendering 
template. 
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Organizing Content in the Orbidder Vault 

 
The Orbidder Vault includes a Local Vault and a Global Vault. 
 
The Local Vault gives your drafters access to the latest 
versions of your standard agreements, re-usable specifications, 
standard evaluation criteria and other valuable content stored 
in your organization’s private drafting library.  

The Global Vault contains content contributed by other 
organizations and vetted by The Procurement Office for shared 
access by all Orbidder users. 
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Drafters have immediate access to shared 
content across the organization in the 
Local Vault and content common to all 
users in the Global Vault.  



Tracking Orbidder Metrics 

 Orbidder Metrics helps you identify drafting bottlenecks, allowing 
you to track the details and collect statistics at the project level 
and institutional level: 



Why Do We Need Orbidder? 

Orbidder helps you achieve the following results:  

1.  Standardize your procedures and strengthen your 
procurement accountability controls  

2.  Integrate advanced planning across your organization and 
enhance your project governance practices 

3.  Accelerate your RFX drafting process while expanding your 
range of compliant tendering formats  



Understanding 
How Orbidder 

Works 
 



How Orbidder Works 
1. First Contact – Automating Project Design Planning 

Orbidder serves as an organization’s first contact point for 
drafting solicitation documents. Leading your team through 
a streamlined series of carefully designed questions, 
Orbidder creates a customized design blueprint for each 
project and performs a real-time analysis to select the most 
project-appropriate RFX template as part of that blueprint 
design. Orbidder instantly relays that project design 
blueprint to the organization’s procurement team as each 
new project enters the system. 



Adding a Project 

The streamlined user interface allows for easy project 
initiation by end users.  



§  Click Create Project to start a new project.  



§  Name the project and select a purchase category and division. 



§  Insert the required RFX issue date. 



§  Draft or paste the Initial Mapping Statement project scoping.  



Format Selection: 
Picking a Process Lane 



§  Pick a Process Lane through a simple user interface.  



§  Pick a Process Lane through a simple user interface.  



§  Hovering over the option provides pop up explanations to users.  



§  Refine format selection through the user interface.  



§  Design your contract and pricing structures from a menu of pricing formats.  



§  Select Buttons to identify project areas requiring material disclosures.  



§  Select the desired evaluation format and see the resulting format options. 



§  Choose between RFPs, RFQs and NRFPs based on project needs.  



§  Insert your evaluation categories, weightings and thresholds.  



§  Refine your format selection based on process requirements.  



The Arrivals and Departures Dashboard 

Once the streamlined design planning is complete, Orbidder 
sends the new project to the Arrivals and Departures board 
in the Orbidder Control Room.  



How Orbidder Works 
2. Orbidder Command Centre – Coordinated Drafting 

Orbidder’s specially designed arrivals and departures board 
puts the procurement team in the control room of its 
organization’s tendering operations. From this control room, 
the procurement team can assess incoming project 
blueprints, assign drafting roles and deadlines for different 
project components to members of each project team, and 
monitor progress as team members upload their specific 
modules into the system for final review and assembly. 
 



How Orbidder Works 
2. Orbidder Control Room – Coordinated Drafting 

The Orbidder control room also helps maintain compliant 
standards, locking down version control with a 
professionally designed and customized suite of 
Procurement Office tendering templates. These state-of-the-
art smart templates help organizations navigate the legal 
and operational challenges of the tendering process while 
project teams focus on finishing the project-specific 
components of each RFX. 



§  Monitor the status of all current drafting projects. 



§  Click into the details of specific projects.  



§  Hover over the Progress bar for a breakdown of what’s 
delayed and what’s not. 

§  Click through for a full Project Metrics Report 



Assigning and Monitoring Drafters 



§  Head of Procurement Assigns a procurement lead for a new project 
after receiving an automatic email notice of a new project arriving 
onto the Arrivals and Departures board.  



§  After receiving an automatic email notice of a new assigned project, 
Procurement Lead Assigns drafting roles to members of the project team. 



§  Procurement Lead can Assign different roles to different team members or 
assign all roles to the same individual. 



§  Procurement Lead Assigns internal drafting deadlines to team members 
who receive automatic email notices of their assignments. 



•  The Progress bar then becomes active, allowing all users to see 
the status of the project elements  



•  Once the Drafters are assigned, the project status changes from 
“Project Pending” to “On Time” with deadlines pending or 
“Delayed” if internal deadlines have been missed. This serves as 
an early warning system to help keep your postings on schedule. 



How the Drafters Use Orbidder 



•  When Drafters log in, they see a personalized version of the Arrivals 
and Departures Board that shows all projects in which they’ve been 
assigned a role. 



•  This allowed Drafters to monitor their assignments and manage their 
deadlines.   



§  Drafter Clicks Initial Mapping Statement to access that project element.  



§  Drafter Inserts Initial Mapping Statement content.  



•  Once the Drafter has marked the section as complete, the 
corresponding indicator on the Progress bar will change from grey 
(on schedule but unfinished) or red (late and unfinished) to green 
(completed). 



How Orbidder Works 
3. Ready to Launch – Instant Assembly 

Once the drafting team finishes drafting or uploading its 
project content, Orbidder is ready to instantly assemble the 
final tendering document based on the original project 
design blueprint, integrating the project-specific elements 
with the appropriate RFX template.  
 
It’s as easy as 1-2-3. With the push of a button, 
organizations can release final RFX documents on their 
current bidding sites in record time. 



•  All green means you are good to go to 
assembly.  



Variable Process Elements 
automatically integrate into template. 



•  Process dates automatically 
populate into template and serve 
as benchmarks for tracking the 
percentage of contracts that are 
posted and awarded on time.  



Core Project Elements automatically 
integrate into template. 



Seamless integration of project 
and process elements.  



3. Launching 
Orbidder 

 
 
 



Launching Orbidder 
Not a Posting or Bid Receipt Service 

Do we use Orbidder to post our bid opportunities? 
 
No. Orbidder is not a bid posting or bid receipt system. It is 
a service that assists you in designing, drafting and 
assembling your tendering documents. After launching 
Orbidder, you can continue to use your existing technology 
platforms to post your solicitations and receive bids. You do 
not need to replace your current RFX posting and bid 
receipt systems.   



Launching Orbidder 
No Need for Internal System Integration 

 
Do we need our IT department to help launch? 
 
No. System users can go online and access Orbidder without 
any coordination with their IT departments. In fact, Orbidder’s 
interface was designed to be compatible with portable devices 
so that you can use the service 24/7 to meet your deadlines no 
matter where your procurement files take you. 



Launching Orbidder 
External Hosting for Accelerated Deployment 

 
Can we host Orbidder within our own IT systems? 
 
No. Orbidder’s proprietary operating system is housed on the 
Procurement Office’s secure external platform. This enables the 
proper functioning of the OrbidderMetrics system, greatly 
reduces the time and expense of system deployment and 
enhances our ability to provide you with further training and 
project support services when required. 



Launching Orbidder 
You Control Your Confidential Information 

 
Will the information in Orbidder be kept confidential? 
 

The information in Orbidder is treated at the highest levels of 
confidentiality. Your organization has complete control over the 
information that it puts into Orbidder. Each organization’s 
information remains confidential to that organization and will not 
be disclosed, commercialized or sold to third parties. No third 
parties will be allowed to access your organization through 
Orbidder for advertising or other unauthorized purposes.  
 



Launching Orbidder 
Secure Information Hosting 

 
Where is the information hosted? 
 
Orbidder is hosted within a secure data fortress environment 
operating at the same level of security used by banking 
institutions and the military. 
 
Canadian institutions should note that our data fortress 
complies with Reliability Certified by Public Works and 
Government Services Canada – Industrial Security Directorate 
and that all Canadian institution information in the Orbidder 
system remains on servers in Canada. 



Launching Orbidder 
Payment 

How do we pay for Orbidder? 
The Orbidder service is provided for a low monthly fee. 
 
Are we locked into any long term commitments? 
There are no long term commitments on our standard 
service. You can cancel that service at any time. 



Launching Orbidder 
Other Costs? 

Are there any other costs to use Orbidder? 
 
Yes. A one-time fee applies for the development of your 
organization’s specially customized and configured suite of 
tendering templates, which are based on the new 
Procurement Office 2.0 series of tendering templates.  



Launching Orbidder 
Backwards Compatibility to Existing Templates 

Can we use Orbidder with templates already developed 
for us by the Procurement Law Office?  
 
Absolutely. Orbidder was carefully designed to ensure that it is 
backwards compatible with our 1.0 series of templates, which 
share a similar modularized architecture as our new 2.0 series. 
If you already have Procurement Office templates our team 
will perform a free digital configuration to get you launched on 
Orbidder for the standard monthly fee with no additional 
template development charges. 



Launching Orbidder 
Compatibility with Non-Orbidder Templates? 

 
Can we use Orbidder with other templates? 
 
No. Orbidder uses a proprietary design planning process that 
guides users through a series of questions to create a 
customized project blueprint. That blueprint includes digital 
interfaces that, during document assembly, merge project-
specific content into the appropriate Procurement Office 
template. Other tendering templates are not compatible with this 
automated design and assembly process.  



Launching Orbidder 
Amortizing Template Development Costs 

We don’t currently have the budget for template 
development. Are there any options for us? 
 
Yes. We offer a special no up-front fee launch package for 
those organizations that commit to a two-year term at a 
higher monthly fee that covers the hosting service and 
template development fees. After the initial two years, you 
will automatically be converted to the same standard 
monthly fee arrangement as other users who paid for their 
template development up front. 



Launching Orbidder 
Range of Tendering Formats 

What tendering documents can Orbidder help us create? 
 
With Orbidder you’ll have the complete Procurement Playbook 
at your fingertips, professionally designed to comply with 
applicable procurement rules.  



Launching Orbidder 
Transferability 

Will our templates be locked into the Orbidder system? 
 
No. Procurement Office templates are designed to be 
seamlessly useable outside of the Orbidder system with 
standard word processing software. Authorized users within 
your organization’s Orbidder control room will be able to 
access your base templates at any time. If you cancel the 
Orbidder service, you can continue to use those templates 
outside of Orbidder at no additional cost. 



Launching Orbidder 
Other Costs Per Transaction? 

Are there any additional costs based on the number of 
documents we create or number of users in our 
organization? 
 
No. The only costs associated with using the Orbidder 
service are the initial costs for template development and 
the fixed monthly fee. That monthly fee gives your 
organization unlimited access to the system for an unlimited 
number of tendering documents. 



Launching Orbidder 
Number of Permitted Users 

Will everyone in our organization have access to 
Orbidder? 
 
Yes, if that’s what you want. Your procurement department 
will have control to authorize end-users in the various 
departments within your organization to access the 
Orbidder system for their discrete projects. Your 
organization will also determine which super-users have 
access to the control room where all in-process projects can 
be monitored. 



Launching Orbidder 
A Tool for Your Entire Team 

If we use Orbidder, can we still use our own lawyers 
and legal agreements? 
 
Absolutely. Orbidder was designed to assist your entire 
procurement team. With Procurement Office tendering 
templates, you can continue to use your own legal advisors 
and legal agreements within Orbidder. We recommend that 
you give your organization’s legal advisors access to your 
control room so that they can be part of the core 
procurement coordinating team. 



Launching Orbidder 
Additional Training and Transactional Support Services 

Are additional support services available with Orbidder if 
we need further assistance using the system? 
 
Yes. For those organizations that do not currently have in-house 
procurement lawyers, the Procurement Office can help develop 
updated legal agreements to use with the rest of your Orbidder 
templates. The Procurement Office is also available to provide 
further support and training for your deployment of Orbidder, for 
specific procurement projects and for other procurement 
services. Details about our complete suite of services are 
available on request. 



Launching Orbidder 
Using Orbidder for a Single Project 

Can we use Orbidder for a single project? 
 
Absolutely. We designed Orbidder for its own use to give us a 
leading edge in servicing our clients with major procurement 
projects. If your organization needs help on a project-specific 
basis, you can retain the Procurement Office to assist you using 
Orbidder, allowing you to preview the system while launching 
your project with speed and precision. If you don’t yet have our 
templates in place, a single template will be included in the 
applicable fee. We recommend that you pick your most 
challenging project for that test drive since Orbidder was built to 
help you take on your biggest challenges. 



Launching Orbidder 
Free Orbidder Demos for Template Users 

Can we demo Orbidder for free? 
 
Yes. We have a number of demo rooms set up for organizations 
that want to take Orbidder on a two-week test drive. Please 
contact us if you’d like to reserve a spot.  
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