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Kick-off Package Elements

Purpose:
The purpose of this document is to provide a comprehensive list of elements that can be provided in a kick-off package for a proposal team. All topics may not be appropriate for all procurements. For this reason, a kick-off package should be tailored for each bid and its proposal team. In some instances it may be appropriate to provide all the information in a single document. In others, it is appropriate to provide the information as modules, affording contributors, authors, and writers the opportunity to assemble the modules to best suit their purposes.

Size of
the Kick-off Package: A small kick-off package that contains the essential information the capture team is likely to need to develop the proposal is likely to be used. A large comprehensive kick-off package may look good but is likely to gather dust because it is difficult to use. The Kick-off Package can be provided as separate elements or consolidated into a Proposal Management Plan
Potential Content

Part 1 — Proposal WIN Strategy

(
Key RFP Highlights (Section H, L, and M) (Writing instructions)

(
Evaluation Criteria

(
Customer Objectives and Hot Buttons

(
The RGII Team (roles and responsibilities)

(
Competitive Overview

(
Why RGII Wants the Business

(
Central Proposal Theme

(
Themes and Discriminators

(
Ghosts (theirs) and Oh-Ohs (ours)

(
Why RGII Can Win

Part 2 - Proposal Management Plan

(
Proposal Organization Chart

(
Capture Team Roles and Responsibilities

(
Team Roster

(
Proposal Topical Outline

(
Proposal Assignments

(
Major Proposal Milestones/Proposal Schedule

(
Storyboard Review Team (Pink) and Red Team Members (if available)

Part 3— Proposal Standards Overview

(
Use of “the wall” (Outline to Storyboards to Text)

(
Outlining

(
Storyboard Instruction 

(
Modular Writing 

(
Text Standards Summary

(
Graphics Standards Summary

(
Configuration Management Procedures

(
Security Procedures Summary

Part 4— Key Elements of the Bid

(
Draft Executive Summary

(
Project Organization

(
Subcontractor Management/Roles/Selection Rationale

· Key Personnel

· Facilities

· Program Schedule/Major Program Milestones

· Program WBS

· Highlights of Other Key Elements of the Bid

—Architecture Overview

—Tech Approach Highlights

—Management Approach (Reporting and Control) Highlights

—Approach to Staffing

—Phase-in/Ramp-up Approach

—Problem Identification/ Risk Assessment/Mitigation

—Tool Suite/ Methods and Procedures

—Training Plan

__Identification of Performance Metrics

Attachment 1 — Proposal Schedules
Attachment 2— Contributor/Author/Writer’s Guide

(
Program-specific Terminology and Conventions

(
Proposal Writer’s Guide

(
Form for Compiling an Acronym List
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