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2.0
Team Member Roles and Responsibilities
Executive Management drives the Business Development process by providing synergy between efforts and deploying corporate resources across a broad range of business units. This includes developing an integrated business strategy, maintaining focus on strategic company objectives, developing strategic alliances, prioritizing new business opportunities, appointing the Executive Manager and Capture Manage, and providing guidance throughout the entire process.
2.1
Executive Manager

The Executive Manager has the overall responsibility for the decision to bid. Signs the transmittal letter and binds the company. Gives overall corporate direction to capture and proposal activities, and signs off on the final proposal product. Typically is the CEO, Business Development executive, or Division Vice President. Participates in the Gold Team as Chair Person.

2.2
Capture Manager

Formulates strategy for capturing the business. Determines customer needs and solutions, and documents the Strategy Plan and Capture Plan. Conducts competition analysis. Gives a Capture Plan presentation at Bid/No-bid decision meetings. Obtains subcontractors and/or consultants as appropriate. Directs the proposal for content and approaches. Usually chairs the Red Team. May be a Marketing Manager, Sales Manager, or Account Executive with territorial responsibilities.
2.3
Program/Project Manager
Individual proposed to manage the contract. Will support the Capture Manager, and often doubles as the Capture Manager. Will be involved in the review of proposal material and participates in review teams.
2.4
Proposal Manager

Organizes and manages the proposal. Obtains guidance from the Capture Manager or Executive Manager. Obtains and manages the resources to write and deliver a quality proposal. Manages subcontractor activity. Manages and submits questions to the customer, and manages customer Q&A responses. Prepares outlines, compliance matrix, proposal schedule, tracks status, conducts kick-off meetings and theme meetings, organizes review meetings, makes/obtains writing assignments and page budgets.
Prepares the proposal format, sets up the file directories, and manages iterative versions of the proposal. Provides access to the Business Development knowledge base and prior proposal material. Reviews author material. Manages final preparation of the proposal for delivery (headers, binders, spines, dividers, covers, footers, nondisclosures, boxing, package labels, and transmittal letter.
2.5
Price/Cost Manager
The price/cost analyst will normally do his/her own thing, but needs timely input from the technical and management team for completing the price proposal. The inputs include numbers and type of staff required, their skill levels, and any equipment/facilities needed. Tools and materials must be identified, including hardware, software, network interfaces, special equipment, office equipment, hours of operation, and travel requirements. Consultants and subcontractors must be identified so prices can be obtained. The cost analyst will require a timeline of when resources are required during contract performance, and any phase-in requirements.

2.6
Solution Manager
Analyses the requirements, determines the technical approach, and writes the technical response to the requirements. Writes specific solutions of who, what, when, where, and why using the six “M’s” of money, manpower, methods, machines, management, and measurement to address the technical issues. Will usually be a Subject Matter Expert (SME) in the relevant technical field, and be the manager of the Technical Volume of the proposal. 
2.7
Proposal Coordinator
Reports to the Proposal Manager and provides custodial care of folders, files, writing inputs, and provision of materials to authors. Coordinates communications with subcontractors, maintains the contact list, and distributes updated proposal and meeting schedules. Sets up and controls teleconferencing. Distributes previous proposal material, storyboards, graphics, and past performance material. Prepares war rooms for proposal team meetings and proposal reviews.
2.8
Proposal Editor
Reports to the Proposal Coordinator. Determines if the proposal format is consistent with solicitation requirements. Checks for understanding, grammar, spelling, and readability as one voice. Ensures consistency in the use of abbreviations, terms, and format. Ensures proper fir of text to graphics. Verifies that the response is consistent with the proposal instructions in the solicitation (Section L).
2.9
Graphics Artist

Expert on the preparation of graphics and transitions written drawings to digital images. Provides ideas on how best to graphically present charts, graphs, figures, etc. Works with tools such as PowerPoint, Photoshop, Corel, Visio, etc. Maintains the graphics digital repository, and downloads graphics from the Internet as appropriate.
2.10
Desktop Publisher
Ensures the proposal conforms to the layout requirements. Establishes folder/file design to distinguish various versions of the proposal material for pink team, red team, and final production. Checks for format consistency and the placement of graphics within the text. Sets the document format and generates the table of contents and table of figures. Applies final edits to a controlled set of folders and files. Makes a final pass of the entire proposal for format, readability, spelling, etc. Performs the final print and loads into binders. Copies the proposal onto CDs as necessary. Applies cover art, prints box labels, and prints CD labels.
