Appendix B. Glossary of Terms

The following list of terms is provided to clarify how they are defined within this document, recognizing that many of these terms carry different connotations in various markets, industries, and countries. 

Ability to Perform
One of the five common features. The preconditions that must exist in a unit or organization to implement workforce practices competently

Account Manager
Person responsible for all business aspects of an account, typically including responsibility to identify individual opportunities and focusing the offer 

Account Plan
Documented strategy for development and management of an individual account, most often established on the basis of an individual customer or a particular line of business, including allocation of the organization’s revenue objective 

Acquisition Notebook
Pursuit documentation, including decision planning, supporting data, research, customer and competitor intelligence, offer, records of the customer interaction, strategy development, records of negotiation, customer debrief, and lessons learned 

Activities Performed
One of the five common features. A description of the roles and procedures necessary to implement a key process area 

Archival Systems
Organized collection of historical documentation of past pursuits, past performance on contracts, and similar data, including information typically requested by customers in support of new business opportunities 

Assessment 
Appraisal by a trained team of professionals to determine the state of an organization’s current processes, to determine the high priority process-related issues facing an organization, and to obtain organizational support for process improvement 

Bid Board 
Group of managers or executives delegated responsibility and authority within the organization to review opportunities for the purpose of making bid decisions, allocating resources to support approved pursuits, and defining parameters for solution, price, and risk (Also see “Opportunity Review Board”) 
Bid Decision 
Making an informed decision about whether to continue positioning the prospect for the opportunity and obtaining the resources for proposal development 

Bid Manager  
Person responsible for an individual pursuit. Synonymous with capture manager in various industries and geographies, especially in Europe 

Bid Validation Decision  
Identifying any requirements that preclude bidding and assuring that the proposal development plan is current 

Black Hat Reviews  
Review of competitors’ likely strategies and solutions by people who are independent of the pursuit team and are experts on the customer and competitors 

Blue Team Reviews  
Review of the capture plan to validate the win strategy by people who are independent of the proposal team and are knowledgeable about the prospect, the offering and capabilities, and the competitors’ offering and capabilities 

BD Administration  
Key Process Area in Level 2 of the BD-CMM that emphasizes the administrative infrastructure necessary to maintain the required discipline in the BD process and to monitor performance and manage resources across multiple opportunities 

BD Personnel  
Professionals dedicated within an organization to development, pursuit, and capture of new business, often including sales, marketing, proposal, and other individuals with the skills needed to implement the BD process 

BD Process  
Key Process Area in Level 3 of the BD-CMM that covers standard techniques for customer interface and sales that are integrated into the overall business development process 

Business Strategy  
Organization’s plan to achieve overall business objectives 

Call Plan  
Documented strategy to manage interaction with customers as part of the pursuit of a new opportunity 

Campaign Manager  
Person responsible for the marketing activity before handoff to a capture manager. Also used in some parts of industry as a person responsible for multiple, connected pursuits, and in other parts of industry to be synonymous with capture manager. 

Campaign Plan  
Documented strategy to manage pursuit of a multi-faceted market area or group of opportunities, including allocation of the organization’s revenue objectives associated with the various aspects of the campaign 

Capital Budgeting  
Financial planning associated with the acquisition of physical assets, including those needed to support the organization’s ability to win new business identified within its marketing plans 

Capability KPC 
Key Process Category in the BD-CMM that emphasizes enhancing systems and processes through the increasing use of resources and infrastructure to improve competitive performance, growing capabilities based on meaningful systems and processes that continuously evolve in response to competitive environments, and increasingly sophisticated levels of integration of business development with enterprise systems 

Capture  
Positioning individuals in the prospects’ organizations to help assure that the solution and the organization are preferred over that of the competition 

Capture Manager  
Person responsible to manage a pursuit from bid decision to contract award (Also see “Pursuit Manager”) 

Capture Plan  
Documented analysis, strategies, and actions initiated following the pursuit decision that details customer issues, considerations relating to competitor and internal positioning, approaches to be implemented, and management tasks to be implemented to guide the capture of a particular opportunity (Also see “Pursuit Plan”) 

Capture Planning  
Process of assessing the customer and competitive environment, and implementing strategies oriented toward capturing a specific business opportunity 

Capture Strategy  

Plan to win a specific, defined opportunity 

Capture Team  
Small group of individuals within an organization who are delegated responsibility to manage a pursuit from the pursuit decision to contract award, typically including a capture manager, a technical lead, and the prospective program manager as a minimum, depending on the specific requirements of the pursuit 

Channel Manager  
Person responsible to manage how a product or service is to be sold and delivered to a given market segment 

Collaboration  
Process of working jointly within teams, used in terms of both working in teams within the organization to create customer solutions and working jointly with customers in order to maximize customer input into proposed solutions 

Commitment to Perform  
One of the five common features. The actions that an organization must take to assure that a process is established and will endure 

Common Features  
Attributes within each Key Process Area that indicate whether the implementation and institutionalization of a Key Process Area are effective, repeatable, and lasting 

Consultative Selling  
Method of interacting with customers that emphasizes collaboration and seeks to define solutions based on clear understanding of customer issues, needs, and acquisition goals 

Content Repositories  
Systems and databases where information about product and services are stored for reuse in responding to customer requests 

Cost Bogeys  
Target prices established against the price to win for designated items 

Critical Skills  
Skills that, if not performed effectively, could jeopardize the successful performance of a critical task 

Critical Task  
Task that is essential to the success of a given pursuit and that could jeopardize the successful performance if not accomplished in accordance with plan 

Customer KPC  
Key Process Category in the BD-CMM that focuses on increasing customer value through recognition of the customer as the basis for competitive discrimination; growing reliance on value propositions as the basis for customer interactions, and growing reliance on solutions and innovations as bases to increase customer value 

Customer Relationship Analysis 
Process of assessing the organization’s position with a customer, typically based on identifying key aspects of a successful relationship and analyzing perceived gaps as a means to build a winning customer relationship 

Customer Response  
Any of many possible reactions to requests from a given customer, including requests for information (RFIs), requests for quotation (RFQs), requests for proposal (RFPs), invitations to bid (ITBs), or similar solicitations 

Customer Service Manager 
Person responsible for delivering services to a given customer, who in many organizations also has responsibility for solution development during the business acquisition cycle 

Defined Level  
Level in the BD-CMM that is characterized by use of a standard business development process consistently across the organization 

Discretionary Budgeting  
Process of financial planning in an organization to establish funding levels for projects or tasks not mandated by customer contract 

Enterprise Influence  
Key Process Area in Level 4 of the BD-CMM that focuses on business development as an integral part of the organization’s overall strategic planning and the practice of proactive management leadership in all endeavors 

Expense Budgeting  
Process of allocating an appropriate portion of a company’s annual expenditures among competing projects 

Focus KPC  
Key Process Category in the BD-CM that emphasizes improving performance and synergy through progression from reactive to proactive management involvement, an increasing leadership role of the BD management team, a growing influence of BD-related perspectives and needs on the process of running the business, and increasing reliance on data and emerging needs as drivers in management decision-making 

Funnel Analysis  
Process of assessing the level of new business anticipated to be contracted, based on a sales management system that assigns varying probabilities to given opportunities and thereby calculating probable future revenues 

Funnel Management  
Organized system for managing the sales pipeline through analyzing the funnel, assigning algorithms to projected revenues, and working with the sales force to accurately predict future revenue 

Gap Closure Meeting  
Discussion held among members of a team to develop and implement action plans to bring actual revenue up to the level of anticipated or budgeted revenue 
Goal  
Summary of the key practices of a key process area that can be used to determine whether a key process area is effectively implemented. The goals signify the scope, boundaries, and intent of each key process area 

Gold Team Review  
Review conducted to confirm that the offer in the proposal entails acceptable profit and risk by senior managers in the bidding organization who are directly responsible for the offer and its execution 

High-Performance Teams  
Key Process Area in Level 4 of the BD-CMM that focuses on developing and maintaining business development related competencies across the entire organization, thereby permitting effective use of teams across the enterprise and throughout the business acquisition cycle 

Hot Button  
Singularly important issue or set of issues that are likely to drive decisions, usually associated with customer buying decisions 

Individual Skills Development  
Key Process Area in Level 2 of the BD-CMM with the purpose to provide participants in business development with the individual training necessary for them to complete assigned tasks 

Infrastructure Management 
Key Process Area in Level 4 of the BD-CMM that addresses the organization’s ability to manage the complete range of resources needed to maximize both the performance and efficiency of business development process operations, including feedback into process improvement activities 

Innovation and Transformation  
Key Process Area at Level 5 in the BD-CMM that highlights that an organization is continuously optimizing and improving its business development operation in a proactive fashion focusing on doing whatever is needed to transform organizational support and encourage flexibility and adaptability 

Keep Cost Order  
Accounting records that are used to track the actual cost of a project 

Key Practices  
Infrastructure and activities that contribute most to the effective implementation and institutionalization of a KPA; the purpose is to communicate principles that apply to a wide variety of environments and organizations that are valid across a range of applications and that will remain valid over time 

Key Process Areas  
Clusters of related activities that, when performed collectively, achieve a set of goals considered to be important for establishing process capability. Key process areas have been defined to reside at a single maturity area 

Kickoff Meeting  
Meeting that serves to initiate the proposal effort for all contributors, answer questions about the opportunity, make writing assignments, coordinate upcoming activities, and create a cohesive team 

Lessons Learned Review  
Review by people from the sales/capture and proposal teams to determine how processes, strategies, and people can be improved 

Managed Level  
Level in the BD-CMM that is characterized by a business development process that is routinely measured and managed both quantitatively and qualitatively 

Market Strategy  
Organization’s plan to achieve specific market objectives, typically involving multiple sales 

Maturity 
The organizational state in which its processes are fully developed or perfected for desired effectiveness and efficiency 

Maturity Level  
Well-defined, evolutionary plateau toward achieving a mature business development process 

Measurement  
One of the five common features. A description of the need to measure the process and analyze the measurements 

Mentoring  
Process of using experienced members of the organization to provide personal support and guidance to less experienced members of the staff 

Mock-ups  
Page-for-page representations of the actual pages in the finished proposal 

Operations Manager  
Person responsible to oversee an organization’s performance in fulfilling customer commitments under contract 

Opportunity Review Board 
Group of managers or executives delegated responsibility and authority within the organization to review opportunities for the purpose of making bid decisions and allocated resources to support approved pursuits (Also see “bid board”) 

Optimizing Level  
Level in the BD-CMM that is characterized by a business development process that continues to optimize performance based on continuous improvement 

Organizational  

Key Process Area in Level 3 of the BD-CMM that 

Competencies  
focuses on career development and professional certification for business development personnel 

Organizational Tactics  
Key Process Area in Level 3 of the BD-CMM that focuses on establishing a leadership role for business development in the growth of the organization 

People KPC  
Key Process Category in the BD-CMM that emphasizes building competencies and teams through increasingly sophisticated interactions within teams to promote winning solutions and long-term value, decreasing reliance on “heroes” in favor of broader organizational competence, and a growing emphasis on learning organizations as competitive drivers 

Pink Team Review  
Review conducted to validate the deployment of the strategy and to verify compliance by people independent of the proposal team 

Pipeline Call  
Discussion held between a sales manager and the sales team to determine the status of potential sales, typically categorized by time to close and used to forecast expected revenue over a given timeframe 

Pipeline Management  
Managing the quantity and quality of opportunities to maximize the strategic fit, return on investment, and the appropriate allocation of resources to response generation 

Positioning  
Marketing activities to establish the organization’s presence and capabilities, aimed at identifying ways to improve the organization’s ability to win a given program 

Pre-Proposal Conference  
Meeting sponsored by a customer regarding a specific acquisition project, in which prospective bidders are invited to meet with the customer to gain current information on project status and discuss issues related to the acquisition 

Price-to-Win  
Methodology designed to assist an organization in deriving the “right” price to be bid on a given opportunity and providing the greatest probability to meet the customer’s program budget target 

Process  



Sequence of steps performed for a given purpose 

Process Assets  
Resources available within an organization that support process goals and tasks 

Process Capability  
Range of expected results that can be achieved by following a process; the ability of a process to meet goals and requirements 

Process Maturity  
Extent to which a specific process is explicitly defined, managed, measured, controlled, and effective. Maturity implies a potential for growth in capability and indicates both the richness of an organization’s process and the consistency with which the process is applied throughout the organization 

Process Performance  
Measure of the actual results achieved by following a process 

Process Tailoring  
Activity of creating a process description by elaborating, adapting, and/or completing the details of process elements or other incomplete specifications of a process 

Production Lead  
Person who supervises all aspects of production, including word processing, graphics, desktop publishing, and production 

Product Manager  
Person within an organization who is responsible for developing, maintaining, sustaining, and improving a given product or other standard offering routinely made available to customers 

Product Mix  
Organization’s desired combination and relative proportion of offerings, managed based on the organization’s strategic goals 

Product Quota  
Targeted proportion of specific products or other standard offerings of an organization, used as sales goals in managing the organization’s sales team 

Program Manager  
Program and customer focused; frequently reviewing resumes for program personnel, program organization and functions, teammate coordination and resolution of teaming agreements, coordinating with customer and subcontractors. Focused on aspects outside the proposal 

Project Manager  
Person who is responsible for developing a winning solution that complies with the organization’s objectives; generally is responsible to the strategic business unit manager for profitability and risk management 

Proposal Center  
Support organization dedicated to generating proposals and other responses to customer requests during the business acquisition cycle 

Proposal Coordinator  
Person who helps the proposal manager control the proposal development process. Typical tasks include helping develop and update all plans, schedules, materials, and files; coordinating with other process specialists; and helping with all reviews 

Proposal Manager  
Person responsible for proposal development, including maintaining schedules; coordinating inputs, reviews, and strategy implementation; resolving internal problems; and providing process leadership 

Proposal Management Plan Document that describes the roles, responsibilities, tasks, and deadlines before writers start developing proposal sections, volumes, and ultimately the complete proposal 

Proposal Planning  
Process for scoping and defining a proposal effort while sales efforts continue 

Proposal Response  
Process through which an organization analyzes customer requirements, defines a solution, and delivers a proposal to a given customer 

Proposal Specialist  
Member of the proposal team who understands and often prepares compliance checklists, outlines, cross-reference matrices, WBS, WBS dictionaries, and schedules 

Proposal Strategy  
Plan to write a persuasive, winning proposal; a subset of the capture strategy 

Pursuit  
Acquisition project selected by the organization to be won, typically selected based on assessing newly identified leads to determine the organization’s interest and whether they are winnable 

Pursuit Criteria  
Basis for determining whether a given opportunity aligns with the organization’s goals for new business capture 

Pursuit Decision  
Making an informed decision about the opportunity to pursue effectively and to allocate appropriate resources for capture planning 

Pursuit Manager  
Person responsible to manage a pursuit from bid decision to contract award (Also see “capture manager”) 

Pursuit Plan  
Documented analysis, strategies, and actions initiated following the pursuit decision that details customer issues, considerations relating to competitor and internal positioning, approaches to be implemented, and management tasks to be implemented to guide the capture of a particular opportunity (Also see “capture plan”) 

Quality  
Degree to which a system, component, or process meets specified requirements; the degree to which a system, component, or process meets customer requirements 

Quality Control  
Key Process Area in Level 2 of the BD-CMM that emphasizes the activities for controlling the quality of business development outputs, both internal and external to the performing organization 

Quality Management  
Key Process Area in Level 3 of the BD-CMM that includes the assurance of quality business development outputs and products through activities for tracking, measuring, and reporting on business development practices 

Quantitative Control  
Use of appropriate quantitative or statistically-based techniques to analyze a process, identify special causes of variations in the performance of the process, and bring the performance of the process within well-defined limits 

Quantitative Process Management 
Key Process Area at Level 4 of the BD-CMM that encompasses developing and managing the business development process through a well-defined system of metrics, internal and external feedback, and quality management initiatives 

Red Team Review  
Review to evaluate the proposal for customer focus, completeness and clear communication of the win strategy and solution by people who are independent of the proposal team and offer different perspectives, typically by experts on the prospect, the prospect’s industry, competitors, the organization, technology, approach, and on preparing and presenting winning proposals 

Relationship Management 
Key Process Area at Level 4 of the BD-CMM that addresses the process of building customer focus and collaborative customer relationships that drive solutions to customer needs and requirements in a decidedly proactive way 

Repeatable Level  
Level in the BD-CMM that is characterized by a business development process that addresses individual opportunities through the reuse of past practices 

Response Generation  
Key Process Area in Level 2 of the BD-CMM that addresses activities for understanding customer requirements and needs and for preparing a response to the customer as a basis for a transaction 

Response Standards  
Set of criteria established by an organization to guide proposal responses in accordance with defined quality measures 

Review Criteria  
Set of standards established by the organization to guide review of solutions and incremental products of the BD process based on stated content and quality measures 

Revenue Gap Analysis  
Method to understand the organization’s progress toward attaining specific revenue goals, by systematically assessing projected revenue versus what can be substantiated in the sales pipeline 

Revenue Quota  
Targeted proportion of specific products or other standard offerings of an organization used as sales goals in managing the organization’s sales team to deliver specific levels of revenue during a given period of time 

Revenue Target  
Goal established by an organization to define the level of contract revenue to be delivered by the organization during a specified period of time 

Reward  
Variable amounts of money or other considerations provided to individuals or groups at random times without any prior agreement as to conditions of receipt; made to reinforce the skills and behaviors that the organization values 

Sales/Capture Procedures  
Key Process Area in Level 2 of the BD-CMM that covers the documented and repeatable techniques employed for making a sale and developing business 

Sales Criteria  
Standards established by an organization to define the parameters for selecting opportunities and managing the sales process 

Sales Manager  

Person responsible to manage an organization’s sales force 

Sales Quota  
Level of sales defined by an organization as the minimum acceptable quantity of business to be booked by its sales force, individually and as a group 

Sales Review  
Assessment of current status of the sales process in terms of contracted deliveries, booked sales not yet delivered, and projected sales in the pipeline 

Should Costs  
Assessment of the costs of individual elements to comprise the price to win 

Solution Development  
Key Process Area in Level 3 of the BD-CMM that covers developing and managing the process of tailoring solutions to customer needs and requirements 

Solution Development Manager 
Person within an organization’s technical function who is assigned responsibility to lead development of the solution for a specific pursuit with a given customer 

Solution Development Plan 
Document describing the roles, responsibilities, tasks, schedule, and risks associated with developing a solution for a specific pursuit with a given customer 

Stated Value  
Set of documented principles that are intended to guide decisions that the organization makes about how it conducts its business, how it treats its workforce, how it interacts with its environment, and other important issues 

Storyboarding  
Conceptual planning tool used to help writers plan each section before drafting text; contains assignments, bid request requirements, strategies, preliminary visuals, and contents 

Strategy  



Method or plan for achieving a goal 

Strategic Selling®  
Sales methodology developed by Miller Heiman that emphasizes that every sale begins with selling a concept (defined as the prospective customer’s “solution image”) before selling a specific solution, and that provides a set of disciplines by which to manage the sales process 

SWOT Analysis  
Approach used to examine the proposal from the perspective of strengths, weaknesses, opportunities, and threats 

Support Systems  
Key Process Area in Level 3 of the BD-CMM that includes standards for physical facilities, communications, collaborative work environments, and other systems supporting business development 

System  
Collection of components organized to accomplish a specific function or set of functions 

System Integration  
Key Process Area in Level 4 of the BD-CMM that focuses on the extent to which the business development process has establishes linkages with other relevant enterprise processes to facilitate efficient, effective interchanges between business development process needs and input/feedback from ancillary enterprise processes 

Tactics  



Actions taken to implement a given strategy 

Tailoring  
Approach to modify a process, standard, or procedure to better match process or product requirements 

Task  
Sequence of instructions or activities treated as a basic unit of work 

Team  
Small number of people with complementary skills committed to a common purpose, performance goals, and work processes for which they hold themselves mutually accountable 

Technology  
Application of science and/or engineering in accomplishing some particular result 

Training  
Activities undertaken to assure that all staff members have the skills required to perform their assignments 

Unit  
Single, defined organizational component (e.g., a department, section, or project) within an organization 

Verification  
One of the five common features. The steps to assure that the activities are performed in compliance with the process that has been established 

Work Breakdown Structure 
Deliverable-oriented grouping of project elements that organizes and defines the total work scope of the project; each descending level represents an increasingly detailed definition of the project work 

WBS Dictionary  
Collection of work package descriptions that includes, among other things, planning information such as schedule dates, cost budgets, and staff assignments 

Work Environment  
Key Process Area in Level 2 of the BD-CMM that focuses on establishing and maintaining the physical infrastructure necessary to support a repeatable business development process 

