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1. 
Introduction


The RGII Proposal Development Manual (PDM) provides RGII's process for pursuing government and commercial solicitations, as well as outlines the company’s procedures for implementing the entire RGII proposal development process. The PDM follows the guidelines for ISO 9001:2000standards in that it contains RGII's requirements for establishing and maintaining proposal quality system. The manual establishes the responsibilities of management and support personnel, and describes RGII's methods for documentation and control of those actions.

1.1 Scope

This manual is to be used by all persons involved in proposal development at RGII, including RGII Headquarters, Annapolis, Maryland, and any other temporary, future site, or additional personnel assigned to RGII proposal development.

1.2 Purpose

The purpose of the PDM is to establish, implement, and enforce a sound proposal development process with one focus – winning proposals. It includes inspection and documentation methods and descriptions of responsibilities of those involved in the capture process and subsequent proposal preparation process as well as sample working products and forms. Its goal is to provide, implement and maintain quality standards for the RGII proposal product. The PDM should be viewed as an evolving manual – one that evolves as RGII’s business and proposal development evolve.

1.3 Authority

The PDM is issued under the authority of the RGII President of Business Development.

1.4 Manual Issue and Control

Controlled copies of the manual are numbered and registered in a control log retained with the master copy. The Director of Proposal Development and the Proposal Coordinator are responsible for manual currency and for ensuring amendments and revisions are maintained in the master copy and log.

The PDM is company proprietary and is to be treated as confidential. It is not to be distributed to persons or organizations outside RGII. It shall not be copied or its contents divulged without the permission of the Director of Proposal Development.

1.5 Reviews and Audits

The manual and the entire proposal development process are reviewed annually. The RGII President performs random audits to confirm that proposal development processes conform to the manual policies.

Because this manual is designed to be flexible and responsive to the needs of its users, input from them is sought on a regular basis. The RGII President determines when changes, revisions or updates should be incorporated into the manual. Periodic re-issue of the manual occurs at the discretion of the RGII President.

1.6 Quality Control Policy

All proposals developed by RGII will conform to the guidelines and quality standards specified in the PDM and will be subject to regular compliance reviews and internal audits. Input is regularly sought from the RGII Proposal Team. The Director of Proposal Development maintains documented evidence of the audits and proposals. If corrective measures are required, those audits shall be done in accordance with ISO 9001:2000 quality standards. See Quality Procedures Manual for further discussion.

2. RGII Organization

Personnel listed in this section are critical to the success of RGII proposal development. Each has individual responsibilities and oversight for key elements of the RGII bid and proposal development process. The RGII organization, headquartered in Annapolis, Maryland, is shown in Figure 2.1 below. 
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Figure 2.1 – RGII Corporate Business Development Organization
The following are descriptions of roles and responsibilities for RGII personnel who are directly involved in the business development and proposal development processes.

2.1 President and CEO

The President of Business Development, along with the CEO and Bid Review Board (BRB), have final approval for pursuing, developing, and submitting all proposal opportunities. Recommendations are provided and final bid/no bid decisions are at their discretion.

2.2 President of Business Development

The President of Business Development is located in RGII Headquarters in Annapolis, Maryland and has overall responsibility for:

· Policies and procedures used in development of business opportunities for RGII

· Overall direction, policy and guidance in development of Capture Plans and subsequent technical and cost proposals

· Ensures no obligated bid and proposal (B&P) funds are released without prior approval

· Authorizes use of B&P funds only through submissions and subsequent approval of Capture Plan

· Participates in pricing recommendations

· Ensures Technical and Cost/Business Proposals are reflective of each other

· Participates as a member of Red Team/Final Review for Cost/Business Volume

· Schedule presentation of final Proposal to CEO and BRB for Review and approval.

· Coordinates Freedom of Information Act (FOIA) requests with designated person and is responsible for payment of FOIA reproduction/processing costs

· Oversees and manages PDM

2.3 Proposal Manager (PM)

The Proposal Manager is the lead person for the development of proposals. The Proposal Manager is responsible for:

· Interpreting RFP technical and management requirements, including manning and organization, and for directing, reviewing and approving the content of Technical Volume and Executive Summary

· With Capture Manager, develops and adjusts as necessary, a detailed, reasonable proposal schedule that will ensure completion of proposal within required time frame

· Assembles and organizes proposal team (all authors and support personnel), assigns specific responsibilities, and issues an RFP, in a personalized binder, to each member

· Overall compliance and responsiveness of submission to Request for Proposal (RFP)

· Implementing and maintaining quality standards of proposal process

· Maintains all documentation of reviews and evaluations that occur during development of each proposal

· Prepares proposal schedules and ensures adherence to those schedules

· Prepares estimates and manages proposal budgets

· Schedules preliminary proposal meetings and subsequent brainstorming meetings, reviews, and red team re-views for all proposal participants

· Selects technical authors/subject matter experts/consultants in coordination with President of Business Development, Capture Manager, and Program Architect.

· Is responsible for proposal teamwork facilities, equipment, and materials

· With President of Business Development, ensures team members have access to required facilities and equipment

· Convenes and chairs kickoff meeting for entire team and interested advisory persons to brainstorm; discuss strategy; and determine all job titles, job descriptions and other nomenclature to be used in proposals'

· Coordinates complete outline, to include RFP paragraph references

· At the strategy meeting, provides proposal team with schedule/time line and bound copy of PDM

· For large proposals, recommends requisite number of technical authors to serve as section leaders

· Prepares basic (Sections L and M) outline, ensures its conformance to the RFP and distributes it to the proposal team

· Coordinates bidders' questions and responses

· Reviews and revises authors' outlines, theme statements and storyboards

· Meets daily with technical authors and assists them as necessary

· Reviews proposal areas on daily and weekly basis

· In conjunction with the Proposal Coordinator, maintains current proposal master book (wall) containing latest text and graphics

· Is responsible for preparation of compliance matrix that conforms to the RFP

· Coordinates administrative and production support with Proposal Coordinator and Production

· Serves as communication facilitator between proposal team members and Proposal Coordinator

· Is responsible for overall literary content of proposals

· Coordinates handling of clarification requests (CRs) and deficiency reports (DRs), as well as IFNs, and other post-submission actions

· Produces lessons learned summary after submission or post award debrief and provides copy for file.

· Submits status on proposals to President of Business Development which include:

· Status of each proposal section/volume

· Concerns/problems/possible solutions

· Provides pricing information 

· Proposal delivery plan

· Submits consultants' hours and expenditures (if consultant personnel are assigned)

2.4 Volume Leaders/Section Leaders

The RGII Proposal Team consists of Volume Leaders/Section Leaders who are individually responsible for the key sections of the proposal – management, personnel, past performance, and proposal coordination. The Section Leaders are responsible for:

· Writing infrastructure materials for each of the individual areas which are defined as re-use information to be used on proposal efforts

· Specific writing for assigned sections during proposal development

· Coordinating schedules, writing assignments, and electronic documentation with the Proposal Coordinator under the direction of the Director of Proposal Development

· Participating in preliminary proposal reviews, brainstorming sessions, and any formal reviews assigned by the Director of Proposal Development.

· Adhering to the proposal schedule.

· Ensuring compliancy with individual sections.

· Editing, proofreading, and spell checking their sections

· Participates in RFP review and analysis to help identify related work, strategies, and themes.

· Identifies writers and contributors

· Interprets and expands win strategies and themes into section and even paragraph strategy and themes.

· Develops the overall outline and scope of the assigned volume.

· Coordinates to maintain consistency between volumes

· Resolves and integrates solution issues working with the program architect

· Ensures allocated RFP requirements are legitimately in his volume and are addressed (compliance)

· Ensures program details and design as presented by writers is consistent with the proposal strategy

· Work with writers and contributors to develop theme statements and approaches to sections and topics

· Prepare/review/approve proposal material before higher level review…outlines, strategies, storyboards, draft text.

· Integrates material from writers into a volume.

2.5 Authors/Subject Matter Experts (SMEs)/Contributors

All authors, whether consultants, members of teaming companies or RGII employees temporarily assigned to a proposal team, will adhere to the proposal development process as described in the RGII PDM. They will also follow these additional guidelines:

· Participate in theming sessions as required, proposal meetings, brainstorming sessions, and formal reviews as assigned by the Director of Proposal Development

· Develop complete theme statements for each major paragraph header and submit them to the Proposal Manager for approval

· Prepare written draft responses to assigned areas (sections/volumes) which comply fully with the REP requirements

· Ensure conformity, coordinate responses to specific proposal areas with appropriate members of proposal team who may be addressing similar information.

The Authors/Subject Matter Experts also:

· Create appropriate draft graphics and submit them to the Proposal Manager for approval who delivers them to the Proposal Coordinator

· Provide electronic proposal input to Proposal Manager for review

· Collaborate with the Section Leaders on technical input

· Revise their inputs after Red Team and other reviews as directed by the Proposal Manager

· Participate in preparing CRs and DRs responses as required

· Keep a daily record of their hours worked by bid proposal number/code and provide it to the Director of Proposal Development 

2.6 Proposal Coordinator (PC)

The Proposal Coordinator (PC) reports directly to Director of Proposal Development. The PC supports the RGII Proposal Team, assigned proposal personnel, and ensures the overall look and esthetic quality of the proposal. 

The Proposal Coordinator is responsible for the following:

· Adhering to proposal schedule and supporting proposal team to help meet deadlines

· Organize and maintain RFP original files electronically and hard copy

· RFP and amendment distribution (electronic & hard copy)

· Creating computer directories and files, and distributes supplies and other administrative information to proposal personnel

· Reviewing format requirements, designs layout of text pages in accordance with Section L of RFP and RGII style, and presents to Proposal Manager

· Providing layout/production guidelines to proposal team by providing a Style document for Proposal Team’s use

· Ensuring all materials/supplies needed are stocked during entire development, production and delivery

· Revision control of all material after submission by authors 

· Create and maintain proposal “standards” … formats, terminology, acronyms.

· Manage proposal facilities and equipment

· Coordinate team communications

2.7 Publication Manager

· Final production and packaging for delivery

· Overall formatting and graphic design

· Design and production of all graphics and ensures consistency of style and format among all graphics

· Delivering finished, printed graphics to authors

3. Understanding RFPs and Source Selection

When the U.S. Government wishes to buy goods or services from industry, the standard practice is to issue a solicitation called a Request for Proposal (RFP) or Invitation for Bid (IFB). The format of the solicitation is pre-scribed by the Federal Acquisition Regulation (FAR), Subpart 14.2 – Solicitation of Bids, and is called the Uniform Contract Format. Although there are instances that do not require the use of this format, they are very limited and explicitly outlined in FAR Subpart 14.2. Understanding what the sections mean is important for writing or evaluating an RFP.

3.1 Definition of a Proposal

A proposal is a formal offer by a contractor (RGII) to perform specified services, or perform for a specified price. It is a sales document describing the benefits the contractor will bring to the customer in terms of overall approach, management, technical expertise, experience, personnel, lowest price and best value. A good, winning proposal must clearly present, from the customer's perspective:

· RGII's understanding of the requirements

· What we are offering

· How we will do what we are offering

· How much it will cost to do what we are offering

· Why our approach is the best

· Why the competitors' approaches, if known, are not the best

Note: RGII generally will not know the details of the competitors' approaches, particularly regarding competitors' pricing, but with good intelligence, much can be learned about their approach. This is especially true if RGII is trying to unseat an incumbent.

3.2 Key Sections of RFP

The following paragraphs briefly describe the most important sections of an RFP. For proposal preparation, concentration is mostly on sections C, L and M, however, other sections such as those listed below are just as important.

· Section B—Supplies, Services and Prices/Costs. This is a brief description of the required deliverable items. They are identified as Contract Line Item Numbers (CLINs)

· Section C—Performance Work Statement (PWS) or Statement of Work (SOW). This section, which is lengthy and technical, tells the offeror exactly what will be required in the performance of the awarded contract, including a detailed description of tasks and deliverables. This is the section in which the technical authors will find most of the specific requirements to which they must respond, Government Furnished Property (GFP) or Equipment (GFE), options for additional requirements, technical data, payment of fee, key personnel, total system performance responsibility, etc.

· Section K—Representations, Certifications and Other Statements of Bidders (commonly called reps and certs). This is where the contract provisions, which the Contracting Officer uses to determine the offeror's eligibility, are found. Several of these provisions require self certification by a corporate official. This section does not usually appear in the contract document after award

· Section L -- Instructions to Offerors. Basically, Section L tells how to outline the proposal, what to put in it, and how to submit it. It designates format and organization of both technical and cost volumes, and provides a general road map for the entire proposal structure. This section also sometimes requires a demonstration of the offeror's qualifications in certain areas, either by writing up a sample task or showing specific capabilities. RGII creates our proposals using paragraph numbers that duplicate the paragraph numbering of Section L.

· Section M— Evaluation Factors. Section M lists the categories and factors of the RFP in descending order of evaluation importance. The required Technical part generally is the most important and most heavily weighted. Evaluation for award includes price-related factors that will be considered in evaluating bids and awarding the contract-sometimes called weighting of technical factors. Other factors such as award to “other than lowest price” or “best value” may also be stated in Section M. RGII carefully considers each of these factors in writing proposals. If Section M, for example, says that Understanding the Mission will be considered the most important factor in the evaluation, RGII makes that subject the main focus.

· Contact Data Requirements Lists (CDRLs). At the rear of the RFP, this section details the deliverables the contractor is required to submit to the government throughout the contract. They should be carefully woven throughout the technical approach when appropriate 

· Data Information Descriptions (DIDs): DIDs normally accompany the RFP and are associated with specific CDRLs. They provide detailed explanations for CDRL reporting.

3.3 Understanding Source Selection Process

A winning proposal consists of many factors the government will consider in awarding the bid. Generally, but not always, that award goes to the offeror with the lowest price, the lowest risk and the best technical proposal. The evaluators use a defined rating system based on the evaluation factors in Section M of the RFP to judge each proposal.

Best Value. Because these factors are somewhat subjective judgments, based on human interpretation, the government reserves the right to select an offeror, which may not have the lowest price or the best technical proposal. This offeror may be an incumbent the government is comfortable with or it may be a company with the most applicable experience, but for whatever reason, the government determines it is a better value than the competition. This best value choice can level the playing fields for incumbent companies who will not have the lowest price due to raises for its employees or collective bargaining agreement wage determinations.

Since RGII cannot control some of these subjective factors, RGII must provide the government with a proposal with an affordable cost and the best possible technical response to the requirements, so RGII will be the best value offeror. Before RGII can do that the evaluation criteria and the evaluators must be fully understood.

3.4 Evaluators

To ensure open competition on major acquisitions, the government uses a hierarchical organization for source selection, as shown in Figure 3.1 below. The size and complexity of this hierarchy depends on the size and complexity of the procurement. The final decision maker, called the Source Selection Authority (SSA) is supported by a:

· Source Selection Advisory Council (SSAC)

· Source Selection Evaluation Board (SSEB)

The SSAC generally establishes the evaluation criteria and their relative importance in the procurement. The SSEB, which has evaluating panels for both technical and cost, performs the actual proposal evaluations and re-port their findings to the higher authorities. It is RGII's responsibility to direct proposals to the SSEB.

Evaluators Checklist. The Proposal Manager should create an Evaluator's checklist which simulates what the evaluator would look at, how it is rated, and what our overall rating would be.
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Figure 3.1 Source Selection 

The SSEB is composed of individuals who have other regular jobs but who have been assigned temporarily to an SSEB. They may be executive-level managers, technical or management experts, alleged experts or even lay readers. They may not have served on a board before and don't want to be this time, probably did not write the evaluation criteria or standards, and typically are suspicious of contractors. They are likely to make the following initial assessments and ask these questions:

· Does the offeror have sufficient experience in the type of work proposed?

· Despite what it says in its proposal, has it really performed well on similar contracts?

· Are its proposed managers and work force credible and experienced?

· Are its resources stretched too thin to take on another contract?

· Is the offeror the incumbent, and if so has that been a good or bad experience?

It is important to remember that the credibility of the evaluators is at stake, too, so they ask:

· Why should I trust your company with this program?

· Why should I stake my career on your judgment and ability?

3.5 Rating Method

The SSEB typically uses the color adjective system as shown in Figure 3.2 to rate individual proposals.

	
	Technical 

Experience
	Strengths
	Weaknesses
	Past 

Performance

	Blue
	Proposal exceeds requirements and clearly demonstrates contractor’s capability to deliver exceptional performance
	Numerous strengths that are of direct benefit to Agency operation
	Weaknesses are considered insignificant and have no apparent impact to the program
	Highly relevant/very recent past performance; excellent performance ratings

	Green
	Proposal is satisfactory; contractor is capable of meeting performance requirements
	Some strengths that are of benefit; strengths clearly offset weaknesses
	A few weaknesses; they are correctable with minimal Government oversight or direction
	Relevant/somewhat recent past performance; acceptable performance ratings

	Yellow
	Proposal is minimally adequate; contractor is most likely able to meet performance requirements
	Few strengths that are of benefit; strengths do not offset weaknesses
	Substantial weaknesses that may impact the program; they are correctable with some Government oversight and direction
	Somewhat relevant/not very recent past performance; mostly acceptable performance ratings

	Orange
	Proposal is inadequate; it is doubtful whether contractor can meet performance requirements
	Little, if any, strengths that are of benefit; weaknesses clearly offset strengths
	Weaknesses adversely impact the program; they are correctable with significant Government oversight and direction
	Little relevant/old past performance; mostly unacceptable performance ratings

	Red
	Proposal is highly inadequate; contractor cannot meet performance requirements
	No beneficial strengths
	Numerous weaknesses that are so significant that proposal re-write is not feasible within a suitable timeframe
	Little relevant past performance; almost all unacceptable performance ratings

	White
	
	
	
	Completely lacks relevant performance history or is unavailable


Figure 3.2 SSEB Rating System

3.6 Risk Assessment

In addition to Evaluation Factor ratings, the Government will assign a Risk Assessment regarding each Offeror’s likelihood of success in performing the Agency requirements.  Risk issues include the items contained in the definitions below, as well as business uncertainty issues, such as pending corporate acquisitions, mergers, organizational or leadership changes, business volume drop-offs, program or contract terminations, lack of an approved accounting system, etc.  Evaluators will assign a single risk assessment rating (HIGH, MODERATE, LOW) to each Offeror’s proposal.  This will be accompanied by a narrative addressing the specific reasons for that rating.  The risk assessment rating scale is as follows:
	Risk Level
	Definition

	HIGH
	Likely to cause serious disruption of schedule, erosion of quality or degradation of performance even with special contractor emphasis and close Government monitoring.  Significant double exists, based on the Offeror’s performance record that the Offeror can satisfactorily perform the proposed effort.  Significant upward adjustments to labor and/or material burden rates and/or need for additional labor categories appear likely.

	MODERATE
	Can potentially cause some disruption of schedule, a less than acceptable level of quality, or an inconsistent achievement of acceptable performance; however, special Contractor emphasis and close Government monitoring will probably be able to overcome difficulties.  Some doubt exists, based on the Offeror’s performance record that the Offeror can satisfactorily perform the proposed effort.  Appreciable upward adjustments to labor and/or material burden rates and/or need for additional labor categories are anticipated.

	LOW
	Has little potential to cause a disruption of schedule; or quality, is acceptable or higher.  Acceptable and on-time, or better, performance is consistently demonstrated.  Normal contractor effort and Government monitoring will probably be able to minimize difficulties.  Minimum doubt exists, based on the Offeror’s performance record that the Offeror can satisfactorily perform the proposed effort.  Labor and material burden rates are expected to remain stable, and the need for additional labor categories is unlikely.


3.7 Oral Presentation(s) Evaluation

During an oral presentation, an evaluator will:

· Bring a rating book and check off during the presentation

· Sit in on the presentation without taking notes to view technical capabilities verbally

· May have previewed oral presentation hard copy and/or written technical before attending presentation

4. RGII’s Proposal Development Process

Although the information in RGII's Cost Proposal may, in fact, be the final determining factor for winning or losing the proposed contract, it is the technical proposal that answers the solicitation requirements. The steps for preparing an RGII proposal are shown in Figure 4-1: RGII’s Proposal Development Process. With the RGII Proposal Process, the end result is winning proposals that are developed with high quality and compliant response.
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Figure 4-1 – RGII’s Proposal Development Process

4.1 Preliminary Bid/No Bid Decision

A meeting is held to review the Capture Plan and decide if RGII will bid the opportunity. The attendees for this meeting are:

· President of Business Development

· Chief Executive Officer

· Chief Financial Officer

· Chief Operating Officer

· Division Vice President

The Bid/No-Bid Analysis and Decision Matrix form is used to rate the opportunity and reach a Bid/ No-Bid decision.

Once a preliminary Bid decision has been reached the Division Vice President will submit a Request for B&P Funds to the Chief Financial Officer and the Chief Executive Officer. 

4.2 Strategy Meeting 

A Win Strategy Implementation Meeting is held to finalize the Capture Plan, determine themes, strategies, and discriminators, and identify the proposal team and point of contact (POC). The attendees for this meeting are:

· President of Business Development

· Program Architect

· Capture Manager

· Proposal Manager

· Division Vice President (if needed)

4.3 Capture Plan Review Meeting

Upon return from the Win Strategy Implementation Meeting, the Proposal Manager provides key information pertaining to the Capture Plan, BDIMS Information, and any other critical data to the Proposal Team for review. The Proposal Manager also alerts the Proposal Coordinator of the BDIMS Information for tracking purposes (i.e., RFP, amendments, questions, etc.) and submits actions on missing data to the Proposal Team. The Proposal Coordinator schedules the Proposal Readiness Meeting which is attended by the RGII Proposal Team, the Proposal Manager, Proposal Architect, and the Capture Manager. It is ideal that this meeting be scheduled prior to the release of the RFP so that the team can organize a “strawman” proposal if possible.

The Proposal Readiness Review meeting is held to allow the Proposal Team a briefing on the entire Capture Plan and complete any critical missing data. During this meeting, themes, strategies, and discriminators are thoroughly discussed, as well as questions and answers. The list of attendees for this meeting are as follows:

· Proposal Team (Proposal Manager, Section Leaders, SMEs, Pricing Specialist, and teaming partners)

· Capture Manager

· Proposal Architect

· President of Business Development

4.4 Develop Strawman Proposal

Once the Proposal Team has reviewed the Capture Plan they can develop storyboards and a strawman proposal which combines the win themes, strategies, discriminators and customer-focused information critical to the success of the winning proposal. The following tasks will be performed in developing the strawman:

· Review of the customer’s habits

· Base the strawman on the Capture Plan Information – RFP insight

· Create outlines and storyboards 

· Pink Team Review of storyboards (if feasible)

· Develop draft Executive Summary

· Prepare draft sections of proposal where possible (management, past performance, resumes, technical)

· Determine resource allocation

· Identify holes

· Expand proposal process window

· Strengthen weaknesses

4.5 Just in Time Training

A workshop for new proposal personnel will be held if necessary just in time for receipt of the RFP. This workshop will take approximately a half of a day to cover the material depending on the backgrounds of the proposal personnel or the depth the manager believes important. It should include a working lunch, and be the time and place for asking and answering as many foreseeable questions as possible. The workshop is held for the following reasons:

· To welcome new proposal team members 

· Conduct introductions of new team members and RGII staff

· Describe and understand RGII’s proposal development process

· Review network structure and electronic filing systems

· Review administrative “needs to know” 

· Answer questions

· Resolve initial problems or concerns about the proposal itself 

4.6 RFP Issued

Identification of who picks up the RFP from the customer or who receives the initial copy is the first consideration. This person normally is the Proposal Coordinator. For RFPs issued over the Internet, bidders may download their own copies. 

The Proposal Coordinator is responsible for the immediate distribution of the RFP when it arrives. The RFP is distributed at the Proposal Manager’s discretion. The Proposal Coordinator files the unmarked original in the proposal master file and begins creating the necessary directories electronically – which are immediately available to the Proposal Team.

The RFP is placed in the appropriate electronic directory and reformatted in a Microsoft Word file. This process offers the Proposal Team three options for obtaining the RFP:

1. Using the original electronic version

2. Using the Microsoft Word document where key word searching can be easily done

3. Saving the RFP to a disk or another working area

4.7 Analyze RFP

When the actual RFP arrives, proposal development shifts into high gear. Delivery time can be anywhere within 10 days to 60 days time frame. As soon as the RFP is received, the Proposal Coordinator distributes copies to the Proposal Team so they can begin a detailed analysis. The Proposal Team performs the following tasks as they analyze the RFP:

· Read and understand each section

· Develop Questions

· Schedule Strategy Meeting

· Develop Proposal Management Plan 

· Develop Proposal Schedule 

· Develop Compliance Matrix 

During RFP analysis, the following is also taken into consideration by the Proposal Team:

· Site Visit

· Bidder’s Conference

· Clarifications, Questions

· Proposal Schedule 

· Compliance Matrix

The Proposal Manager along with the Proposal Coordinator create a preliminary outline and also analyzes RFP. Once this outline is created, the Proposal Coordinator distributes it to the Proposal Team electronically and/or during a subsequent strategy meeting.

4.7.1 Bidders Conference

After reading the entire RFP, the Proposal Team prepares a list of questions concerning RFP requirements the proposal team considers unclear or needing amplification. This list is coordinated with the Proposal Manager and provided to those who will attend the bidders conference. If there is no bidders' conference, the questions are submitted in writing.

The Proposal Manager will have an organized method of controlling, tracking, approving, submitting and distributing the customer s responses. The manager works with the Director of Proposal Development in managing this process.

4.7.2 Freedom of Information Act (FOIA) Requests

At times there may be a requirement for historical information regarding the customer (e.g., past contracts, bidders, awards, personnel pricing, etc.) Once a FOIA requirement has been determined, a letter will be drafted and submitted through the President of Business Development to the cognizant FOIA office. A log is maintained by the Proposal Coordinator to track the requests, costs, and estimated dates of arrival for information. Once the FOIA is received, a check request will be prepared, approved, and submitted to accounts payable for submission.

4.7.3 Site Visit

The bidders' conference is often scheduled in conjunction with a site visit. The President of Business Development, Capture Manager, and the Proposal Manager, determine the attendees for the site visit and bidders conference. Generally, one or more technical representatives who have expertise or previous experience in the targeted program also attend. The Proposal Coordinator notifies the Contracting Officer with the list of the attendees.

Site visits and bidders conferences occasionally reveal surprises or other information, which impact win probability and warrant reconsideration of the bid decision. To that end, a meeting or conference call among attendees and the Proposal Team follows the site visit to share information vital to the proposal effort. If the site visit occurs close to the scheduled Strategy Meeting, the information will be shared at the Strategy Meeting instead.

4.8  Strategy Meeting

A Win Strategy Implementation Meeting is held to finalize the Capture Plan, determine themes, strategies, and discriminators, and identify the proposal team and point of contact (POC). The attendees for this meeting are:

· President of Business Development

· Program Architect

· Capture Manager

· Proposal Manager

· Division Vice President (if needed)

4.9 Create Writer Packets

The Proposal Manager and Proposal Coordinator collaborate to create writer packets that are based on the results from the strategy meeting. The outline will be revised to include influencers and reflect specific writer assignments. The Proposal Coordinator creates electronic files covering the outline, writer assignments, and the proposal schedule. The writer packets will be available to the following proposal personnel:

· Capture Manager

· Proposal Manager

· Proposal Coordinator 

· Volume Leaders

· Authors/SMEs

4.10 Kick-off Meeting

The kick off meeting is the official start of the proposal writing effort and may be the first time the entire proposal team and support staff are brought together. The Proposal Manager chairs the meeting, with attendance and comments by appropriate senior management. A detailed listing of the elements of a Kick off meeting can be found in the sample materials attached. The team should leave full of enthusiasm for the program and RGII's ability to win.

The purposes of the kick off meeting are to:

· Introduce all members of the team and explain their responsibilities and functions

· Provide a clear explanation to all participants of exactly what the solicitation is about and what the customer is expecting

· Focus the team on a common goal and create a cohesive team spirit

· Ensure common instructions and directions

· Handout proposal checklists

· Summarize key elements and various documents, including the RFP requirements and analysis, win strategy, Proposal Schedule, technical approach, and other information pertinent to the proposal effort

· Review the initial themes developed during the Capture Plan phase and schedule a theming session to take place soon after the kick off meeting

· If needed, distribute personalized proposal notebooks which contain copies of sections C, L and M of the REP, the general proposal outline and the schedule

· Provide motivation so members give their best efforts

4.11 Storyboard Development

Each section of the proposal will fall into place more easily because we organize it into writing section storyboards or outlines that reflect the direct requirements of the solicitation – which allows key points to be prompted from the RFP information. Within each section, key points must reflect the beginnings of understanding the customer's needs. This is where we prove that not only do we know what the customer's needs are, but that we thoroughly understand every detail of what he wants, from his viewpoint, not ours. The key points should also depict:

· Approach. Here we describe what we're going to do, and most importantly, exactly how we're going to do it. We do not parrot back the SOW by saying, “We will do the work”! We describe our procedures and our processes and show that our approach has very minimal risk and satisfies everything the customer wants. That's what an approach is.

· Experience. It's also important to back up our promises at every opportunity by weaving in our experience on similar work. Use statements about our specific experience that add credibility to our claims and can be verified.

· Graphic. A visual aid to depict our key points

Authors develop key points from a combination of influencers (win strategy, themes, discriminators) and information from the Capture Plan. By applying this information, authors can put together the top level points that tell the story. Graphics can also be developed during this time as a means of generating a visual idea to support key points. Key points should be listed in bulleted form under the RFP requirements. Key points are also developed before the actual writing begins.

If the outlining and influencers have been accomplished properly, the writing of the technical proposal will be ready to be fleshed out during brainstorming sessions, team work and input from SMEs before and during the development of key points.

4.12 Pink Team (Storyboard) Review

Once the key points have been developed on storyboards by the authors, a Pink Team Review will take place to determine whether the key points are on target, all influencers have been considered, and any working documents/ supporting documentation has been evaluated and/or included. The participants in the Pink Team Review are as follows:

· Capture Manager

· Red Team Review Members

· Proposal Manager

· Program Architect

· Volume Leaders

· Writers

4.13 Key Point Recovery

Once key points have been reviewed and discussed, and a consensus has been made, the authors update their storyboards to include the inputs from the Pink Team Review. This recovery process must take place prior to writing.

4.14 Start Writing

Writing can begin with a good jumpstart if the necessary RGII process steps are followed. Authors can now expand on the key points and expand preliminary graphics to begin reflecting a more detailed story. The Proposal Coordinator will periodically check formatting, insert graphics, and ensure revision control during the writing phase. The Proposal Manager monitors the development of the proposal throughout the writing phase. 

4.14.1 Past Performance

There is a movement within the government emphasizing the use of Past Performance and Cost in evaluation.

Past Performance will be of equal or greater value than technical and management factors. Past Performance is quickly becoming a key discriminator as RGII has already seen in several recent RFPs. DoD will continue to use and include Past Performance in databases:

· Contractor Performance Assessment Reporting System (CPARs)

· Past Performance Information Management System (PPIMS)

· Architect Contract Administration Support System (ACASS)

· Product Data Reporting Evaluation Program (PDREP)

The Past Performance Section Leader will provide direction and leadership in incorporating the appropriate past performance information for each proposal opportunity.

4.14.2 Resumes

When resumes are required in a proposal, the President of Business Development, the Capture Manager, the Program Architect, the Proposal Manager and the Personnel Section Leader select a group of potential candidates to fill the key positions in the new contract. Personnel Section Leader completes the resume section of the proposal. In collaboration the President of Business Development, the Personnel Section Leader is responsible for calling all proposed candidates and explaining the solicitation and potential employment. Details of the resume must be verified and permission to use the resume secured. The Personnel Section Leader is responsible for providing direction and leadership in incorporating the appropriate personnel-related information for each proposal opportunity.

4.14.3 Management

The Management section of proposals is critical to the success of the contract post award. Precisely written management, task order, and quality procedures are critical to that success. The Management Section Leader is responsible for providing direction and leadership in incorporating the appropriate management-related information for each proposal opportunity.

4.14.4 Graphics

The Proposal Coordinator is responsible for providing direction and expertise in designing and incorporating the appropriate graphics for each proposal opportunity.

Why graphics in a proposal?

· They improve the overall presentation

· They provide immediate feedback

· It takes less effort to understand a picture than it does to interpret words

· Graphics can be an important way to reduce page count

· The message in a graphic is not as prone as text is to misinterpretation by the reader

· Graphics can illustrate the big picture or the very little picture.

· “A picture is worth a thousand words.”
4.14.5 Creation of Graphics

There should be at least one graphic in every section (every 2 pages.) Research indicates that winning proposals should have from one fourth to one half of the total space allotted to graphics. The graphic must:

· Tell something unique to RGII

· Tell something important the customer needs to know

· Supplement, complement or reinforce the text rather than just repeating it

· Present important new material not in the text

· Be visually interesting so it will be examined

· Carry an “action caption” to bring home the intent of the graphic

· Not be a graphic just for a graphic's sake, which clutters up the pages or uses valuable space in page limited proposals.

4.14.6 Presentation

Some general guidelines for effective presentation include:

· Text introduction. All graphics (generally called figures or exhibits) are introduced in the text before they appear

· Correct reading order. Graphics should be read from left to right, top to bottom, or clockwise only

· Logic. There should be a clue as to where to start or where to look first. Hints like numbering the steps, or making the starting point larger or a different color can help

· Simplicity. Graphics must be clear to a non-technical reader and understood within 10 seconds. Readers usually will skip complex, fine print, and highly detailed graphics. If these types must be included, they should be broken down into several less complicated ones

· Simplicity II. The picture must speak for itself without a lot of explanatory text

· Correct placement. Graphics should be placed as closely as possible to their introduction in the text, or at least on the following page if too large to be inserted within the text. They should not require the reader to turn the page sideways

· Correct placement II. Research on the brain indicates that pictures placed on the left side of the page and text on the right get the message across sooner

4.14.7 Types of Graphics

Graphics can be charts, graphs, simple tables, diagrams, or schedules. One common type of chart that's effective in RGII's business where we often have to describe steps in a procedure, is the process flow chart. Process flow charts are graphic representations that show clearly how the process proceeds and what the systematic sequence of steps is to complete the job. They are used to:

· Document an existing process

· Develop modifications to a process

· Design new processes

· Measure existing processes to see if they meet the customer's requirement

4.14.8 Figure Titles and Action Captions

· Titles. These are like book titles and are not complete sentences. For example, a figure would be labeledFigure 3.2-1: RGII Proposal Development Organization, or a flow chart would be labeled Figure 4.6.2-4: Corrosion Control Process.

· Action Captions. On the other hand, the very important action captions, which come after the figure title, are complete sentences, best written in the active voice. Although the point of good graphics should be readily apparent, action captions provide additional, interpretative information or emphasize a particular aspect. In the above examples, action captions would be something like this: Figure 3.2-1: RGII Proposal Development Organization. The Director of Proposal Development has direct access to the corporate Vice President of Business Development and the RGII President and CEO ensuring visibility and priority within the corporate structure. Figure 4.6.2-4: Corrosion Control Process. RGII has implemented an additional inspection point by our quality control inspectors to ensure only corrosion free widgets reach the customer.

· Numbering Figures: Numbering of the figure should be the same as the number of the paragraph in which it appears, adding a hyphenated numerical extension at the end of the main number. For example, if there were figures appearing in this paragraph, the first would be Figure 6.2.5-1; the second would be Figure 6.2.5.2. The first time a figure reference appears it is printed in bold type so that evaluators can spot it easily and the RGII production personnel also can quickly find where they are to insert the actual figure into the text.

4.14.9 Format and Use of Color

· Format. Figure numbers and titles in the final proposals are typed in 10 point Arial bold, unless the RFP specifies a different style. Numbers and titles appear centered under the graphic. There is a colon and two spaces between the number and title. Action captions are in 10 point Arial italics and follow the title on the same line. 

· Use of Color. The use of color can attract. A color graphic will be noticed and read before one in black and white, and is said to speed up a reader's perception of trends by up to four times. However, Section L should be carefully read regarding the use of color. Color can hinder the award process if it is used when Section L specifies no use of color.

· Clarify. The proper use of color can help make a complex diagram or chart easier to follow.

· Emphasize. Spot color, or a strong color can point out a particular part of the graphic.

· Decorate. This should be the last consideration, but sometimes we just want to be pretty

· Detract. Color that overshadows the message of the graphic should never be used Note: Because the colors yellow and red signify poor quality, or caution and stop, to the government, RGII ordinarily does not use these colors in DoD solicitations unless the usage in no way could be construed to indicate performance.

4.14.10 Submission of Graphics By Authors

All authors are encouraged to present as much of their material in graphic (figure or table) format as reason-able. Our experience has shown that a great amount of proposal development time is lost by authors who attempt to be graphics designers. However, graphics can be drawn by hand, in pencil. The RGII Proposal Coordinator and RGII’s graphics designer can assist writers with development of specific graphics to accommodate text and better tell the story.

4.14.11 Incorporating Amendments

It is common for the government to issue one or more amendments to its original RFP regarding changes in the requirements, the due date and the deliverables. For RGII, it can mean having to adjust the outline, the schedule, the compliance matrix and the pricing. A rewrite may also be required and/or adding or subtracting portions of the text.

As soon as amendments are received, they are copied by the Proposal Coordinator and distributed to those on the RFP distribution list. The Director of Proposal Development, along with the Proposal Team, determine the technical proposal requirements, and pricing adjustments are made for the cost proposal.

4.15 Blue Team Review(s)

During the writing phase, the Proposal Manager, Volume Leaders, and Authors perform snapshot reviews that consist of reviewing sections of the proposal that are close to completion or completed, as well as graphics (guidelines can be found in the samples section). The proposal may still contain key points in bullet format for each section and/or hand drawn graphics, and is not necessarily reviewed for grammar, spelling, or format. The purpose of Blue Team reviews are to ensure proposal consistency, allow authors to collaborate with one another on sections, and ensure the entire story is being told. Snapshot reviews will continue throughout the writing phase.

The Blue Team Reviews will also consider:

· Hand drawn graphics are applicable to text

· Checking the flow of the outline that it is consistent with Section  L in the RFP

· Generating questions necessary to encourage sticking to themes

· Identify, as appropriate, marginal or non-responsive elements

· Ensure the document is selling RGII

4.16 Blue Team Review Recovery

Blue Team reviews should uncover any lingering problems turned during brainstorming sessions and other reviews/meetings, incorporate rewrites, graphics and review the body of the proposal that has been built up with relevant detail. The snapshot recovery phase includes correcting any strategy and selling deficiencies. 

4.17 Continue Writing

One the Snapshot Review findings have been incorporated and recovery has taken place, authors continue with the writing phase. Snapshot reviews will continue throughout the writing phase.

4.17.1 Keys to Writing Effective Proposals

The following writing guidelines have been established by the RGII Proposal Team to aid proposal personnel in how RGII writes proposals. 

· Demonstrate Understanding. Show you understand the customer's needs by addressing all the things he wants to know and giving him what he wants

· Tell It All Briefly and Sufficiently. Explain everything. Briefly. Even if the evaluators will know what is meant. Do not assume anything. When you say, “We have a plan,” explain what it is. When you say, “Our procedures are in place,” describe what they are and what they are doing

· Be Concise. Stick to the point. Don't ramble and jump around. Learn to love using the period as a strong punctuation mark. Concise, complete explanations are sufficient for telling how RGII will perform all the requirements or how well we have performed these requirements in the past

· Be Specific. Replace general words such as many, significant, very, more, few, little, high degree of. Use quantitative values instead

· Substantiate. Back up all claims and avoid hollow assertions

· Never lie. Even exaggerations can come back to haunt. Evaluators regularly check with current and former contracting officers and customers. (Refer to past performance section criteria.)

· Don't Confuse. Explain all abbreviations, unusual terms, and acronyms. Avoid unnecessary detail

· Write to the Audience. Although the evaluators are alleged experts, none of them will be an expert on every subject. Write so that lay readers will be able to understand and don't make them have to work hard to find the information. On the other hand, don't insult the experts or talk down to the lay person,

4.17.1.1 Proper Forms of Address

It is important to understand how to address the recipient of the proposal. Proposals are sales documents and should formally address the customer when proposing our technical solutions and pricing. 

· The Evaluator. Do not talk directly to the evaluator by using words such as “you will see” or “the evaluator will understand.” Just tell what you are going to do

· Be Formal. Use RGII when describing performance or background capabilities. Be formal even if RGII is the incumbent. It promotes company name familiarity. Remember that evaluators are judging several proposals at one time—everyone is “we” and “our”
· The Company/The Contractor. Don't refer to RGII as the contractor or the company. It's impersonal and vague as to which company can do the work

· Person's Title. When both male and female are involved, it's better to change the wording from singular to plural. Try to avoid using he/she, him/her, etc.

Example:
Instead of: An instructor should offer his students challenging projects
Write: Instructors should offer their students challenging projects

4.17.1.2 Lists (Numbers or Bullets) When to Use

Break up paragraphs with lists when you have a series of items you wish to emphasize or which would make your paragraphs too long and wordy. Lists are especially effective for highlighting accomplishments, procedures, job descriptions, and other significant items.

4.17.1.3 Numbers vs. Bullets 

Number your listed items if you need to refer to a certain one in your text or when the items are listed in decreasing order of importance; otherwise use bullets to identify each item. Also work on converting bullet lists to possible graphics even small ones.

4.17.1.4 Parallelism

Ensure that items in lists are parallel in structure. Begin each item with the same type of word (noun, verb, adjective, etc.).

4.17.1.5 Numbers Expressed as Words

· Number from one to nine

· Numbers beginning a sentence

· Ordinal numbers below ten (e.g., first century)

· Exact or approximate numbers that can be expressed in one or two words (e.g., more than three million letters)

· Smaller of two numbers when used together and one is part of a co mpound m odifier (e.g., three 30-pound cartons; 25 four-cent stamps)

· Fractions when they occur without a whole number (e.g., One fourth of our business)

· Time when stated in numbers alone or before o clock.

4.17.1.6 Numbers Expressed as Numerals

· Numbers 10 and above

· A series of numbers, any of which is over nine

· Large round numbers followed by the word million or billion (10 million, 13 billion)

· Ordinal numbers 10 or greater (e.g., Tomorrow is the 120th day...)

· Mixed numbers (e.g., 3 1/2 boxes of computer ribbon)

· Time when a.m., noon, midnight, and p.m. are used

4.17.1.7 Dimensions, measures, and weights

· Percentages and decimals (e.g., 10 percent; 666.1252394)

· Amounts of money. Note: decimals and zeroes are not used after even amounts ($3,572)

4.17.1.8 Incumbent vs. New Bid Style

This concerns verb tense. If RGII is the incumbent contractor, we write in the present tense because we are describing what we do now. If we are not the incumbent, we have to promise what we will do, so the future tense is used.

4.17.1.9 Punctuation/Grammar Quick Tips

· Period and Comma. Both are always inside quotation marks. There are no exceptions to this rule

· Percent Sign. Is spelled out as a word when used in text. The % sign is OK in figures and tables

· Active/Passive Voice. Write in the active, not passive, voice whenever possible. In the active voice, the subject of the sentence is performing the action; in the passive voice, the subject is receiving the action. For example:

Instead of: Airplanes are repaired by us

Write: We repair airplanes

· Abbreviations. Try to avoid them unless they are very common (a.m., p.m., i.e., etc.)

· Write out state names, months, days and units of measurement

· Use of i.e., e.g. I.e. means “that is,” and is used as a continuation of a point you have made already. E.g. means 'for example,” and is used to provide direct examples of the statement you have just made

· Acronyms. Spell out all acronyms the first time they are used, followed by the initials in parentheses. Use acronyms thereafter. For plural acronyms, add only a lowercase s with no apostrophe for multiple letters: ABCs, TOTOs. However, add 's for single letters: p's and q's, four A's and two B's

· Expressing Something Additional. Use “more than” rather than “over.” Over means above. RGII has more than 30 years of experience

· Slang/Jargon/Colloquialisms. Avoid these usages if at all possible, but if you must use any of them, be sure to include an explanation

· Toward and Preventive. Note the spellings: no s on toward; only three syllables in preventive. Preventative is not incorrect, but the preferred spelling is preventive

· Ensure and Insure. Ensure is to make certain something happens. Insure is to buy insurance. However, please limit usage of (ensure); we all have a tendency to overuse it

· Utilize. Use the word “use” instead of the over used utilize. Use is short, sweet and much nicer

· Other ugly words ending in “ize.” Many perfectly good nouns and adjectives have been turned into awful verbs by adding “ize” to them. “Computerize,” “legitimize'“ “containerize,” come to mind. Try to avoid this usage at all times

· Split Verbs. Try to keep all parts of the verb together unless it would sound very awkward

Instead of: RGII will also perform...

Write: RGII also will perform...

· Initial Capital Letters. Use only for proper names and titles. A specific program such as the Corrosion Control Program, or a specific entity like Quality Control Department, or proper names like Supervisor Jones, the Air Force or the U.S. Government are upper case. Everything else should be lower case. The government, not being a proper noun, is lower case

· Prefixes Ending with a Vowel. The prefixes pre-, re- and semi-, or others ending with a vowel may come up in your writing in words like pre-tested, pre-existing, prepackaged, pre-established, pre-emission, preconceived, semi-annual, semifinal, semiofficial, re-establish, re-examine, etc. According to Webster's Unabridged Dictionary, it is preferable to insert a hyphen when the prefix is followed by a word beginning with a vowel so you do not create an unpronounceable, unrecognizable word. Note boldface examples in this paragraph 

· Comma. In a series of items, use a comma after each item except the last item. Use a comma before the “and” or other conjunction connecting the last item of the list.

4.18 Pens Down

Pen Down is the point where the authors stop writing and allow the Proposal Coordinator to consolidate files and build the proposal. Having a Pens Down time determined early in the proposal schedule allows time at the end of the proposal development process for editing, quality control, book checking, and final production for reviews.

4.19 Edit

Once the Proposal Coordinator compiles the proposal and prepares it for review, a final edit is performed (see guidelines in the sample section). This edit phase will be a front-to-back look at the proposal for, not only grammatical and spelling, but for readability, consistency, and overall good story telling. 

The proposal is edited by a Proposal Team member depending on availability. The following will be considered during the editing phase:

· Checking the entire outline for compliance

· Themes are incorporated for selling points

· Graphics are clear and concise for emphasis

· Overall direction and strategy 

A delivery plan will also be determined during the editing phase so that the Proposal Team can discuss openly what is required and specifics on delivery. Section L provides the actual physical delivery requirements such as:

· Shipped or delivered in printed copy

· Shipped or delivered on computer discs

· Submitted electronically over the Internet

· A combination of any of the above

From this information a delivery plan can be easily determined. This plan specifies a detailed method for delivering the proposal to the appointed place at the appointed time, including travel and ship-ping arrangements, and establishes clear understanding, agreement, and accountability among those responsible. The Delivery Plan specifies, as a minimum, the name of the proposal. The customer, the customer’s address and phone numbers, the solicitation number, the date and deadline time of delivery, the method of delivery, the responsible parties, and a backup plan.

4.20 Produce for Final Review

Once the authors have made all changes to the proposal, the Proposal Coordinator controls the document. The Proposal Manager  must approve any further changes. The authors cannot perform electronic rewrites to their original documents and must submit any last minute changes on hand/edited copy to the Proposal Coordinator. The Proposal Manager coordinates with Finance/Contracts for inclusion of the cost proposal for final review.

When the edit has been accomplished, the Proposal Coordinator prepares and produces the proposal for Red Team review. This includes:

· Assembly: The approved master copy is set up for production and/or color printing, produced and placed into the preordered binders. The Proposal Manager and the Proposal Coordinator review each binder for completeness and sequential numbering of pages.

· Cover and tabs: Covers and tabs should specifically follow the proposal format instructions, and are ordered or developed at the direction of the Proposal Coordinator in sufficient time to meet the proposal production schedule. The Proposal Coordinator also orders the required number/size of loose leaf binders as soon as the requirement is determined from Section L of the RFP.

· Graphics: The Proposal Coordinator then retains full control of all graphics in preparation for incorporating them into the finished text and is responsible for integrating all graphics into the proposal. The authors and the Proposal Manager, in conjunction with the Proposal Coordinator, approve all graphics in preparation for final review.

· Copies made for reviewers to each have their own binder

4.21 Red Team Review

The Red Team Review is the last look at the proposal before it is delivered to management. See the Red Team Review guide in the sample section.  This review is critical to the success of the proposal and is conducted by the Responsible Vice President, SMEs assigned, and any other reviewer determined at the time of the review. The Red Team Leader Guide, provides detailed instructions for the Red Team Review.

During the Red Team Review, the reviewers will make hard copy edits to the proposal on the Red Team Review Form. The authors will not be allowed to reopen files and make any adjustments. The Proposal Coordinator will manage any final review edits during the Final Review Recovery.

4.22 Final Review Recovery

The Proposal Coordinator incorporates any hard copy changes made during the Red Team Review into the proposal and finalizing formatting, etc. for proposal submittal.

4.23 Gold Team Review

The Gold Team Review is the last look at the proposal before it is delivered to the customer. It provides upper management an opportunity to review the team’s best effort.

During the Gold Team Review, the reviewers will make hard copy edits to the proposal. The authors will not be allowed to reopen files and make any adjustments. The Proposal Coordinator will manage any final review edits.

4.24 Submit Proposal

Section L of the REP spells out the proposal submission requirements, detailing the number of required copies for both the Technical and Cost volumes, as well as the information which must be included with the submis-sion. This includes a completed Signature of Offeror/Contractors form signed by an authorized RGII official, the completed representations and certifications in Section K, and applicable forms found in other sections.

4.25 Post Submittal Activities

Post Submittal Activities include reviewing any bits of information received that will be helpful in determining our pre-award status, post award lessons learned, answering any questions the government asks, and finalizing and performing our oral presentations.

4.26 Bid Clarifications, Questions, Oral Presentation

Proposal work does not end with delivery. Clarification Requests (CRs) and Deficiency Reports (DRs) from the customer may require more work, thought and innovation. The Proposal Team must be kept aware of this and be available upon request to respond to follow on requirements. Senior RGII management officials should begin discussion and develop a “best and final” negotiation strategy during this period.

Although no longer frequently required, Best and Final Offers (BAFOs) may be requested by the customer requiring a proposal or pricing change. However, strategies associated with BAFOs are made by RGII senior management. The Federal Acquisition Reform Act (FARA) of 1996, which has authorized contracting officers to limit the number of competitors to the most highly qualified, has greatly increased the need to present a good, responsive sales strategy in the original proposal rather than waiting for BAFO.

4.26.1 Oral Presentations

Oral Presentations are becoming a requirement in most RFPs, and sometimes replace the technical written proposal all together. Orals can make or break you and being prepared is the key. Orals can be made a competitive advantage if done properly.

Orals aid in streamlining process but there is no standardization in DOD. The Oral presentation may also:

· Comprise total technical/management volume

· Augment a data package

· Length and areas to be covered can vary

· Presentations are video taped by the government or RGII

· May require advanced copies of orals presentation(s)

· Changes to oral presentation are generally not allowed once submitted to the government

In preparing for oral presentations, planning must start early. The RGII President, proposed Program Manager and other key personnel are normally required to give the bulk of the presentation.

4.26.1.1 Attending an Oral Presentation

Attendance is normally restricted to 5-8 players. The RGII President typically does introductions and closing to explain “Why Select RGII?” Other key points when attending an oral presentation include:

· Do not interrupt with questions during the presentation

· Can be as much as ninety (90) minutes long to as little as one (1) hour long

· Management/Technical approach, Past Performance, and sample scenarios are presented

4.26.1.2 Ensuring a Good Oral Presentation

To ensure good presentation performance, scripting should be done early in the proposal process, and rehearsed during reviews. Rehearsals should be done more than once. Focus on Section M Evaluation Criteria, not the PW's. 

Holding effective rehearsals:

· Simulate the expected setup

· Score our own presentations – objectively

· Speeches should be timed so we can ensure we are within the time requirements

· Don’t comment until the end of the rehearsal

· Videotape rehearsals

· Coach speakers one-on-one

· Work on transitions between speakers – practice introductions and standing/sitting

· Work hard on the opening, closing and high point-scoring areas – do dry runs

· Rehearse again and again until it is timed precisely.
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Conducting a good oral presentation:

· What about humor? You can interject light humor naturally to lighten the mood. But no hard jokes, jokes about the presentation itself or the participants – especially your own team members.

· Using your voice. 

· Speak in a conversational tone.

· Speak slowly

· Vary pitch, volume and speed for emphasis

· Avoid irritating speech habits such as, “uh, uhm, and like” or excessive throat clearing

· Using notes. Don’t memorize every word of a speech – use your slides to trigger messages and write notes on your hard copy slides. Using 3x5 cards is acceptable, but number the cards and use large print.

 Equipment and site preparation:

· Check logistics ahead of time

· Consider booking a nearby hotel to arrive early

· Set up and test all equipment long before start time

· Distribute handouts (if allowed) – be sure they are in proper order and the printing is clear

· Be ready to start on time

4.27 Award

Occasionally, the best of proposal efforts will not win the contract. In fact, industry standards indicate that companies, which win half of their bids, are well above average. However, regardless of the outcome, it is extremely important to attend the debrief to learn how RGII was evaluated and what we can do to avoid the same mistakes in the future. It is equally important to learn about the award process itself, not just RGII's proposal. Many questions should be asked, with the following as starting points:

· What was the role of best value in the decision?

· What was the role of past performance?

· Was RGII responsive and compliant, and if not, where did we miss the boat?

· Did RGII demonstrate understanding of the mission? The problems?

· How was RGII judged on risk?

· Was RGII too general in any areas (a problem often found in management sections)?

· Did RGII have any best value features?

· What specific approaches did you like or not like?

· Was RGII credible, compliant?

· Was RGII completely unsatisfactory in any areas?

4.28 Debrief

It is critical for future proposal performance to attend a government debrief whether RGII has won or lost the opportunity. When attending the debrief, it is important to take notes and collate the information from participants. The President of Business Development, Proposal Manager, contract personnel, and any other designated attendee should attend the debrief. 

When attending the debrief:

· Listen carefully

· Do not interrupt 

· Ask questions only when you are invited to

· Ask for a hard copy write-up of the debrief (if available)

· Take notes

· Dress and behave formally (don’t take feedback personally)

· Do not be argumentive

· Allow contract personnel to handle pricing-type feedback

4.29 Lessons Learned

As a result of the debrief, the Proposal Manager writes a realistic, detailed lessons learned summary. The summary includes:

· Short discussion of the proposal effort

· What we did wrong and ideas for fixing in the future

· What we did right and how to do it again

· Problems (i.e., pricing, program manager, etc.)

· Suggestions for different approaches

· Why the bid was won or lost (if known)

· All information provided by the government at post award or through debriefing

Regardless of whether a contract has been won or lost, it is to our advantage to perform a thorough in house review of our process and ask the following series of questions and impose objective answers: 

· why we think we won? 

· why we think we didn't

· why he government thinks we won? 

· why they think we didn't 

This question/answer exercise provides valuable information for recompetes on the same proposal, for others with similar requirements, or for others with the same customer.

4.29.1 Archive in Bid/No Bid File

Retain the lessons learned summary in the bid/no bid file. This will be extremely useful for follow-on work, business development endeavors similar to the contract, and developing other winning proposals.

“There is no such things as


over-preparation.”


		--Industry Executive
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