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Initial findings – if at first it doesn’t look right, close the panel > hard re-fresh -  
On a PC – press CTRL + F5 
On a Mac – press Command + Shift + R 
Open the panel again. All good? If not helpdesk@locarla.com, send a screenshot, and someone will be in touch. 
Your computer is built to remember stuff, and in this instance, we don’t want it to. 
 
 
Data Security 
 
To get accurate responses the system needs to work on your own data. You may be worried that a. your data is not 
secure, and b. your data is being used by others. 
 
A. Our business depends on data security; we have a lot more of it than you do. Trust me, your data is very secure 
on AWS servers and when it is fed into the system, we ‘vectorise’ it, ie. turn it into strings of numbers. Your actual 
content is only useful when vectorised. 
 
B. The system works by crafting answers based on the information you provide. You might have submitted a 
previous answer that scored 70%, someone else might have written something very similar and scored 30%. The 
system is trained on your information only. The Bid Assistant software itself is not being trained on your data. I 
won’t go into detail, but these types of systems use ‘Wrapper’ interfaces sitting on LLM’s like ChatGPT. You can’t 
‘train’ ChatGPT, you can only give it more data to improve the responses it gives you. You are not updating its core 
training data. We are unable to tell ChatGPT to learn from the data you are feeding it. LLMs don’t work like that. 
 
 
AI Bid Assistant 
Win More Work with Less Effort – Introducing the Bid Assistant 

This guide is for anyone involved in writing bids, PQQ’s, RFI’s, Framework Onboarding Questions, Supplier due 
diligence forms etc. in the public sector. Whether you're a current Locarla client or just curious, the Bid Assistant is 
designed to take the pressure off – helping you answer questions faster, smarter, and with more confidence. 
 
You’ll find a quick overview of how it works, how to get the most from it, and why uploading your own past bids and 
documents makes all the difference. If you would like training, please talk to amy.fitt@locarla.com 
 
This is a free add-on for Locarla RMI (Premium), or Retrofit (The Works) clients, if you normally get contract data, 
then the Bid Assistant is included for free. Unfortunately, we can’t offer free training or include it in the normal 
training sessions. Amy has enough to do as it is and she is not familiar with the Bid Assistant. Training costs £250 
+VAT ph. 
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Let’s get started. 
 

1. You must add the notice of interest to ‘My Notices’.  
SQs are normally on UK1 & UK2, ITTs on UK4, but you can add any notice you want. 
 
Open the notice, click on the ellipsis, and do the needful (as they say in India). 
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2. My Notices is where the magic happens 

but first, we need your mobile number for security purposes: 
 
‘OK’ the box, add your mobile number and ‘Save’. All done. 
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My Notices 
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Upload the tender pack. 
 

4. Either we, or one of you, needs to upload the SQ / ITT. If the notice has been uploaded the folder icon will be 
‘open’, and visible to all. Nothing else is shared. All your information is locked down so what the system learns 
from you, will only be applied to your answers. As well as extracting the questions, our system needs to 
‘vectorise’ all the content to make it useful in answering the questions. 
 

 
 

  If the tender pack is large, and you are the one kindly uploading it, now is the time to make a cup of tea as 
this could take a few minutes. The system prefers Zip files of any size, but it can take up to 10 individual files at 
a time. Some of the Zip’s we’ve seen contain 30 documents and the system needs to read, and do it’s thing, 
with every word, table, graph & image they contain, as well as extract the questions. For most tender packs the 
upload time is less than a minute. 
 
When it’s uploaded, it will look like this: 
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And breathe, it’s not as scary as it looks. 

- Upload your documentation and anything you want from Locarla, the client download sheet, your current contracts, the clients housing stock 
overview. 

- Now click on a question in the left-hand panel. They don’t need to be done in sequence.  
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What happens if you don’t upload any of your own documentation? 
 
Question: 
 

 
 
Answer: Note the responses. Because the documentation with the answers has not been supplied, the system has 
nothing to build an answer with. Follow the comments, upload the documentation, then click on the question 
again. Alternatively paste the necessary information into the prompt box and submit. 
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5. Oh goodness, what have you done, you’ve built a monster! 
 
If you have supplied the information, the system will find it and use it to develop the answer 
 

 
 

Everything you write here will be saved automatically, so you can leave this page at any time. 
 
Selecting ‘Done’ will hide it from the question list. 
If you ‘copy’, the last response from the Bid Assistant will be copied to your clipboard.
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6. The prompt box. 
 
Use the prompt box to craft the answer in one of two ways: 
 
1. If the answer asks you to provide details on your accreditations you can paste them, then submit. 
2. You can ask for the answer to be more concise, longer, a certain number of words etc. 
 

 
 
This is not the same type of prompt you would get on ChatGPT, so you can’t say, “Search for information on 
ducks and put that in the answer.”. Our software is trained on the information you provide so it doesn’t 
‘hallucinate’ – definition - the generation of information that is factually incorrect, fabricated, or not grounded 
in the input data or real-world knowledge. 
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7. If I was you, at this stage, I would want to take over. I might want to add an amusing anecdote about my recent holiday in Spain (it makes me snigger 
just thinking about it), the Bid Assistant can’t do that so we’re going to have to go freestyle. 
Click on the ‘Questions’ title in the left-hand panel to view all the questions in a list. Click on an answer to make it editable.. 
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8. We are going to spend another couple of weeks smoothing the edges and adding more functionality, so 
depending on when you read this it might look a bit different. Those 3 icons at the bottom are ‘copy’, character 
& word count, and the ‘Done’ icon means we hide it from the main view and turn it green in the Question list. 
Answers are copied and pasted into whatever document the client has supplied – not our job. 
 

9. The Locarla Bid Assistant system can extract questions from any document, including but not limited to: 

- PQQs/RFIs 

- Surveys 

- Compliance audits 

- ESG questionnaires 

- Framework onboarding forms 

- Supplier due diligence forms 

- Grant applications 

- Internal reviews or board papers with Q&A formats 

As long as the document contains questions or prompts — whether in bullet form, numbered lists, tables, 
or prose — our system can identify them and use any other uploaded material as a source to generate draft 
answers. 

It’s fundamentally a question extraction and answer generation engine. 
 

10. Can we say now, as everyone is my witness, would you allow your assistant to submit a £2M tender without 
checking it first, and probably rewriting quite a bit of it?  
 
AI stands for Artificial Intelligence and not [insert a snappy 2-word phrase that starts with A and I]. Don’t be daft 
and submit the answer without putting your stamp on it first. This system speeds up the bid process 
considerably, and somewhat levels the playing field for smaller contractors & suppliers, but it is not a 
substitute for a Mike or Jane, your professional bid writers. It just allows them to become more organised, more 
efficient, and possibly cuddlier, although that is not guaranteed. 
 

11. Remember folks, this is a give-away. We are not selling this as an add-on. We are on a mission to build  
something even better and can’t get too distracted. The training we offer will turn you into AI bid experts as we 
don’t have the manpower to answer questions over the phone & email. We can’t add it to normal training 
sessions as you would get information overload, and Amy doesn’t know enough about it . Gaz, or one of his 
offspring (who have been involved in the development) will be doing training. Gaz can only do the first 10 or so, 
as he has taken up bee keeping, and competitively shelling prawns, which occupies most of his time. 
 


