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1.0 Proposal Project Summary

General Information

Customer                               
 (Enter name and supporting information.)    






Contract Name
 (Enter name and supporting information.)                                                                                     

Solicitation Identification
 (Enter number.)                                                                                        

Type of Contract
 (Enter task order, delivery order, or other.) 
                                                

Terms of Contract
 (Enter cost-plus, fixed-fee, or other.)                                                     

Estimated Contract Value
 (Enter dollar amount.)  
                                                              

Duration of Contract
 (Enter months, years, or other.)                                                                   

RFP Release Date
 (Enter date.) 
Proposal Due Date
 (Enter date) 
                                                                        

Customer Procurement Office
 (Enter customer contracting activity, city and state.) 
Project Focal Points

Program Manager
 (Enter name and supporting information.)                                                   

Marketing Manager
 (Enter name and supporting information.)  
                                                   

Teammates  
 (Enter name and role.)  
                                                            

                                                 (Enter name and role.) 
                                                 (Enter name and role.) 
                                                 (Enter name and role.) 
Capture Plan
 (Enter either yes or no.)        

Capture Team Head
  (Enter name.) 
Project Scope and Deliverables

Scope of Work
(Provide summary description for the program Statement of Work or Statement of Objectives.) 
Primary Tasks
(Click here to briefly describe the major contract tasks in no more than two or three sentences.) 
Deliverables
 (Click here to define the major contract deliverables.)  

Proposal Organization
The overall proposal consists of the following volumes:

1.
 (Enter volume name.) 
2.
 (Enter volume name.) 
3.
 (Enter volume name.) 
4
 (Enter volume name.) 
5.
 (Enter volume name.) 
2.0 Customer Profile

Intelligence on Customer Organization

Mailing address:
 Enter address.    
Program Manager:
 Enter name.    








Contracting Officer:
 Enter name.    








Source Selection Members:

 Enter name/role. 
 Enter name/role. 
 Enter name/role. 
 Enter name/role. 
 Enter name/role. 







   

Source Selection Process

(Summarize, including the atmosphere in the customer organization regarding the program.) 
Customer Needs, Issues, and Hot Buttons

(Enter need/issue/hot button #1.)   
(Enter need/issue/hot button #2.)   
(Enter need/issue/hot button #3.)   
(Enter need/issue/hot button #4.)       


(Enter need/issue/hot button #5.)   
(Enter need/issue/hot button #6.)   
(Enter need/issue/hot button #7.)   
(Enter need/issue/hot button #8.)   
(Enter need/issue/hot button #9.)   
(Enter need/issue/hot button #10.) 
Customer Perceptions of Our Company

 (Enter positive perception #1 and comment.)    
 (Enter positive perception #2 and comment.)    

 

 (Enter positive perception #3 and comment.)    






 (Enter positive perception #4 and comment.)    
 (Enter positive perception #5 and comment.)    


 (Enter positive perception #6 and comment.)    


 (Enter negative perception #1 and comment.)     

 (Enter negative perception #2 and comment.)    
 (Enter negative perception #3 and comment.)    
 (Enter negative perception #4 and comment.)    
 (Enter negative perception #5 and comment.)    
 (Enter negative perception #6 and comment.)    







3.0 Competitive Analysis

Our Approach and Perceived Strengths/Weaknesses

Program Approach

 (Summarize overall approach and complete the elements below.)  
Key technical element:
 (Enter key technical element.) 
Key management element:
 (Enter key management element.) 
Key support element:

 (Enter key support element.) 
Key past performance element: (Enter key past performance element.) 
Key cost element:                      (Enter key cost element.) 
Perceived Strengths

Strength #1:  (Enter strength #1.) 
Strength #2:  (Enter strength #2.) 
Strength #3:  (Enter strength #3.) 
Strength #4:  (Enter strength #4.) 
Strength #5:  (Enter strength #5.) 
Strength #6:  (Enter strength #6.) 
Perceived Weaknesses

Weakness #1:  (Enter weakness #1.) 
Weakness #2:  (Enter weakness #2.) 
Weakness #3:  (Enter weakness #3.) 
Weakness #4:  (Enter weakness #4.) 
Weakness #5:  (Enter weakness #5.) 
Weakness #6:  (Enter weakness #6.) 
Competitor Profiles and Strengths/Weaknesses

Competitor A Profile and Strengths/Weaknesses—(Enter name.) 
Summary Profile       (Summarize company and relationship with customer.) 
Expected Approach   (Summarize expected overall approach.)    
Key technical element:

 (Enter key technical element.) 
Key management element:

 (Enter key management element.) 
Key support element:


 (Enter key support element.) 
Key past performance element:
 (Enter key past performance element.) 
Key cost element:


 (Enter key cost element.) 
Perceived Strengths

Strength #1:  (Enter strength #1.) 
Strength #2:  (Enter strength #2.) 
Strength #3:  (Enter strength #3.) 
Strength #4:  (Enter strength #4.) 
Strength #5:  (Enter strength #5.) 
Strength #6:  (Enter strength #6.) 
Perceived Weaknesses

Weakness #1:  (Enter weakness #1.) 
Weakness #2:  (Enter weakness #2.) 
Weakness #3:  (Enter weakness #3.) 
Weakness #4:  (Enter weakness #4.) 
Weakness #5:  (Enter weakness #5.) 
Weakness #6:  (Enter weakness #6.) 
Competitor B Profile and Strengths/Weaknesses—(Enter name.) 
Summary Profile       (Summarize company and relationship with customer.) 
Expected Approach   (Summarize expected overall approach.)    
Key technical element:

 (Enter key technical element.) 
Key management element:

 (Enter key management element.) 
Key support element:


 (Enter key support element.) 
Key past performance element:
 (Enter key past performance element.) 
Key cost element:


 (Enter key cost element.) 
Perceived Strengths

Strength #1:  (Enter strength #1.) 
Strength #2:  (Enter strength #2.) 
Strength #3:  (Enter strength #3.) 
Strength #4:  (Enter strength #4.) 
Strength #5:  (Enter strength #5.) 
Strength #6:  (Enter strength #6.) 
Perceived Weaknesses

Weakness #1:  (Enter weakness #1.) 
Weakness #2:  (Enter weakness #2.) 
Weakness #3:  (Enter weakness #3.) 
Weakness #4:  (Enter weakness #4.) 
Weakness #5:  (Enter weakness #5.) 
Weakness #6:  (Enter weakness #6.) 
Competitor C Profile and Strengths/Weaknesses—(Enter name.) 
Summary Profile       (Summarize company and relationship with customer.) 
Expected Approach   (Summarize expected overall approach.)    
Key technical element:

 (Enter key technical element.) 
Key management element:

 (Enter key management element.) 
Key support element:


 (Enter key support element.) 
Key past performance element:
 (Enter key past performance element.) 
Key cost element:


 (Enter key cost element.) 
Perceived Strengths

Strength #1:  (Enter strength #1.) 
Strength #2:  (Enter strength #2.) 
Strength #3:  (Enter strength #3.) 
Strength #4:  (Enter strength #4.) 
Strength #5:  (Enter strength #5.) 
Strength #6:  (Enter strength #6.) 
Perceived Weaknesses

Weakness #1:  (Enter weakness #1.) 
Weakness #2:  (Enter weakness #2.) 
Weakness #3:  (Enter weakness #3.) 
Weakness #4:  (Enter weakness #4.) 
Weakness #5:  (Enter weakness #5.) 
Weakness #6:  (Enter weakness #6.) 
Competitor D Profile and Strengths/Weaknesses—(Enter name.) 
Summary Profile       (Summarize company and relationship with customer.) 
Expected Approach   (Summarize expected overall approach.)    
Key technical element:

 (Enter key technical element.) 
Key management element:

 (Enter key management element.) 
Key support element:


 (Enter key support element.) 
Key past performance element:
 (Enter key past performance element.) 
Key cost element:


 (Enter key cost element.) 
Perceived Strengths

Strength #1:  (Enter strength #1.) 
Strength #2:  (Enter strength #2.) 
Strength #3:  (Enter strength #3.) 
Strength #4:  (Enter strength #4.) 
Strength #5:  (Enter strength #5.) 
Strength #6:  (Enter strength #6.) 
Perceived Weaknesses

Weakness #1:  (Enter weakness #1.) 
Weakness #2:  (Enter weakness #2.) 
Weakness #3:  (Enter weakness #3.) 
Weakness #4:  (Enter weakness #4.) 
Weakness #5:  (Enter weakness #5.) 
Weakness #6:  (Enter weakness #6.) 
Bidder Comparison Matrix

	Customer Hot Buttons and Issues
	Weight
	Us
	Company A
	Company B
	Company C
	Company D

	Customer Hot Buttons

· 
	
	Score
	Total
	Score
	Total
	Score
	Total
	Score
	Total
	Score
	Total

	Key Technical Issues

· 
	
	
	
	
	
	
	
	
	
	
	

	Key Management Issues

· 
	
	
	
	
	
	
	
	
	
	
	

	Key Cost Issues

· 
	
	
	
	
	
	
	
	
	
	
	

	Key Past Performance Issues

· 
	
	
	
	
	
	
	
	
	
	
	

	Key Support Issues

· 
	
	
	
	
	
	
	
	
	
	
	

	Other Key Issues

· 
	
	
	
	
	
	
	
	
	
	
	

	
	Total
	
	
	
	
	


4.0 Proposal Strategies and Themes

Overall Proposal Strategies and Themes

Primary Strategies

Strategy statement #1:  (Enter what and how.) 
Strategy statement #2:  (Enter what and how.) 
Strategy statement #3:  (Enter what and how.) 
Major Themes

Theme statement #1:  (Enter theme statement #1.) 
Theme statement #2:  (Enter theme statement #2.) 
Theme statement #3:  (Enter theme statement #3.) 
Technical Proposal Strategies and Themes

Primary Strategies

Strategy statement #1:  (Enter what and how.) 
Strategy statement #2:  (Enter what and how.) 
Strategy statement #3:  (Enter what and how.) 
Major Themes

Theme statement #1:  (Enter theme statement #1.) 
Theme statement #2:  (Enter theme statement #2.) 
Theme statement #3:  (Enter theme statement #3.) 
Management Proposal Strategies and Themes

Primary Strategies

Strategy statement #1:  (Enter what and how.) 
Strategy statement #2:  (Enter what and how.) 
Strategy statement #3:  (Enter what and how.) 
Major Themes

Theme statement #1:  (Enter theme statement #1.) 
Theme statement #2:  (Enter theme statement #2.) 
Theme statement #3:  (Enter theme statement #3.) 
Logistics Proposal Strategies and Themes

Primary Strategies

Strategy statement #1:  (Enter what and how.) 
Strategy statement #2:  (Enter what and how.) 
Strategy statement #3:  (Enter what and how.)  

Major Themes

Theme statement #1:  (Enter theme statement #1.) 
Theme statement #2:  (Enter theme statement #2.) 
Theme statement #3:  (Enter theme statement #3.) 
Cost Proposal Strategies and Themes

Primary Strategies

Strategy statement #1:  (Enter what and how.) 
Strategy statement #2:  (Enter what and how.) 
Strategy statement #3:  (Enter what and how.) 
Major Themes

Theme statement #1:  (Enter theme statement #1.) 
Theme statement #2:  (Enter theme statement #2.) 
Theme statement #3:  (Enter theme statement #3.) 
Past Performance Strategies and Themes

Primary Strategies

Strategy statement #1:  (Enter what and how.) 
Strategy statement #2:  (Enter what and how.) 
Strategy statement #3:  (Enter what and how.) 
Major Themes

Theme statement #1:  (Enter statement #1.) 
Theme statement #2:  (Enter statement #2.) 
Theme statement #3:  (Enter statement #3.) 
5.0 Staffing, Roles and Responsibilities

Proposal Management Team

Program Manager
 (Enter name.)  





Proposal Manager
 (Enter name.)     






Other Core Team Members:

1. (Enter name/role.) 



2. (Enter name/role.) 
3. (Enter name/role.) 
4. (Enter name/role.) 
Teammate Points of Contact:
1.  (Enter name/role.) 





2.  (Enter name/role.) 
3.  (Enter name/role.) 
4.  (Enter name/role.) 




Teammate Contact Information:


Name
Company
Phone Number

E-mail Address

1.    (Enter name, company, office and home numbers, and e-mail address.) 
2.    (Enter name, company, office and home numbers, and e-mail address.) 
3.    (Enter name, company, office and home numbers, and e-mail address.) 
4.    (Enter name, company, office and home numbers, and e-mail address.) 
5.    (Enter name, company, office and home numbers, and e-mail address.) 
6.    (Enter name, company, office and home numbers, and e-mail address.) 
7.    (Enter name, company, office and home numbers, and e-mail address.) 
8.    (Enter name, company, office and home numbers, and e-mail address.) 
9.    (Enter name, company, office and home numbers, and e-mail address.) 
10.  (Enter name, company, office and home numbers, and e-mail address.) 
Proposal Writers

Name
Volume
Phone Number

E-mail Address

1.

 (Enter name, volume, office and home numbers, and e-mail address.) 
2.

 (Enter name, volume, office and home numbers, and e-mail address.) 
3.

 (Enter name, volume, office and home numbers, and e-mail address.) 
4.

 (Enter name, volume, office and home numbers, and e-mail address.) 
5.

 (Enter name, volume, office and home numbers, and e-mail address.) 
6.

 (Enter name, volume, office and home numbers, and e-mail address.) 
7.

 (Enter name, volume, office and home numbers, and e-mail address.) 
8.

 (Enter name, volume, office and home numbers, and e-mail address.) 
9.

 (Enter name, volume, office and home numbers, and e-mail address.) 
10.
 (Enter name, volume, office and home numbers, and e-mail address.) 
Proposal Review Teams

Pink Team

Leader
 (Enter name/company/role.)      
                                           

Member
 (Enter name/company/role.)        
                                           

Member
 (Enter name/company/role.) 
                                           

Member
 (Enter name/company/role.) 
                                          

NOTE:  Pink team members will need to meet in  (Enter location).   At this review, the features and benefits of each task will be reviewed for comment.  This is management's chance to approve strategies prior to writing. The actual review will take about  (Enter time)  hours, followed by discussions.  

Red Team

Leader
 (Enter name/company/role.) 
                                            

Member
 (Enter name/company/role.) 
                                            

Member
 (Enter name/company/role.) 


Member
 (Enter name/company/role.) 
                                       

Member
 (Enter name/company/role.) 
                                            

Member
 (Enter name/company/role.) 
                        

NOTE:  Red Team members will meet in  (Enter location) . At this review, as a minimum, members will read and evaluate their assigned volumes/sections. This will take (Enter number)  days to read the primary, secondary, and as many of the other tasks as possible. Specific Red Team instructions will be sent to each member. 

Personnel Expertise Matrix

The following team members have expertise in the required areas and disciplines described in the following legend and indicated in the columns below:

Legend of Disciplines:

A.  (Enter specific discipline, i.e. Systems Engineering.) 
B.  (Enter specific discipline.) 
C.  (Enter specific discipline.) 
D.  (Enter specific discipline.) 
E.  (Enter specific discipline.) 
F.  (Enter specific discipline.) 
G.  (Enter specific discipline.) 
H.  (Enter specific discipline.) 
	Name
	Technical
	Management
	Support
	Past Perf.
	Cost
	Other

	 (Enter member name.) 
	
	
	
	
	
	

	 (Enter member name.) 
	
	
	
	
	
	

	 (Enter member name.) 
	
	
	
	
	
	

	 (Enter member name.) 
	
	
	
	
	
	

	 (Enter member name.) 
	
	
	
	
	
	

	 (Enter member name.) 
	
	
	
	
	
	

	 (Enter member name.) 
	
	
	
	
	
	

	 (Enter member name.) 
	
	
	
	
	
	

	 (Enter member name.) 
	
	
	
	
	
	


Team Responsibilities

The Program Manager:


· Is responsible for the overall acquisition project effort

· Coordinates contacts with the customer

· Helps the Proposal Manager write the Executive Summary

· Leads the team in developing the solution and supporting Work Breakdown Structure (WBS) and WBS dictionary

· Facilitates strategy development and resource allocation in support of the proposal management plan

· Coordinates all subcontract relationships

The Proposal Manager:


· Organizes and directs the proposal effort from beginning to end

· Coordinates proposal issues with upper management

· Provides the knowledge and physical resources necessary for the proposal team to write the proposal

· Creates an information-rich writing environment

· Prepares the proposal’s Executive Summary

· Analyzes the RFP

· Resolves RFP conflicts and RFP interpretations

· Leads preparation of the proposal management plan and ensures conformance

· Coordinates membership of the proposal review teams

· Prepares the appointed team for orals

The Volume Managers:


· Analyze the RFP for the assigned volumes

· Support Proposal Management Plan development

· Develop volume strategy(s) and create strategy statement(s) for assigned volumes

· Develop more specific section strategies and themes for applicable portions of the volume 

· Create section theme statements

· Implement the compliance checklist for assigned volumes

· Implement the proposal outline for assigned volumes

· Prepare the writers’ packages under the Proposal Manager’s direction, including PDWs and any tailored guidance for a specific writer

· Train/lead writers in completing PDWs and mock-ups

· Write assigned proposal sections on schedule, following the agreed-upon proposal strategy and format

· Work under the direction of the Proposal Manager, maintaining open, clear communication channels
Proposal Specialist Personnel:


· Coach/train writers on sound proposal techniques (e.g. structure, themes, graphics, captions)

· Provide necessary templates and reuse materials for writers

· Establish a proposal work area

· Analyze the RFP

· Coordinate proposal schedule development and maintain visibility on progress

· Prepare the RFP compliance checklist and response matrix

· Work with individual proposal volume managers to create the proposal outline

· Develop the proposal style sheet and ensure conformance

· Coordinate proposal reviews

· Direct proposal production

· Write the Lessons-Learned Report

The Proposal Writers:


· Complete PDWs and create mock-ups for specified sections

· Comply with proposal guidance (e.g., bogies for page count and visuals, section organization, style sheets, section writing templates)

· Write assigned proposal section(s) on schedule, following the agreed proposal strategy and format

· Attend status meetings

· Advise proposal and/or volume managers of problems affecting assigned section(s)

· Develop subsequent section drafts according to feedback from review teams

· Complete section changes for final proposal revision

Technical Publications Personnel:


· Provide word processing and graphics support according to proposal style sheets

· Assist with formatting duties

· Provide editing support

· Maintain accurate backup files

· Produce final documents with integrated graphics according to the approved proposal format

Coordination Responsibilities

Intelligence Gathering
Team members should quickly gather as much intelligence as possible on the competition, and forward copies to the Proposal Manager.

External Information
All requests for information from various team members to teams should be routed through the Proposal Manager.  The requester(s) should copy the responsible Volume Manager on all information requests.  All responses will be sent directly to the requester with appropriate copies sent to the Proposal Manager.

Review Teams
The Proposal Manager is responsible to identify and arrange participation of Pink and Red Team members.  Once confirmed, the Proposal Operations Manager will coordinate the logistical details with the respective team members. Review dates are identified on the proposal development schedule.  Notification will be sent to all team members as soon as possible.  The Proposal Operations Manager will provide the facilities, equipment, and administrative support. 

Team/Subcontractors
(Enter Company A name.) 
•
Role and planned input:
 (Enter role and planned input.) 
•
Contact person(s):

 (Enter contact person.)  

•
Coordination focal point:
 (Enter coordination focal point.)  

(Enter Company B name.) 
•
Role and planned input:
 (Enter role and planned input.)   

•
Contact person(s):

 (Enter contact person.) 
•
Coordination focal point:
 (Enter coordination focal point.) 
(Enter Company C name.) 
•
Role and planned input:
 (Enter role and planned input.) 
•
Contact person(s):

 (Enter contact person.) 
•
Coordination focal point:
 (Enter coordination focal point.) 
(Enter Company D name.) 
•
Role and planned input:
 (Enter role and planned input.) 
•
Contact person(s):

 (Enter contact person.) 
•
Coordination focal point:
 (Enter coordination focal point.) 
6.0 Proposal Operations
Proposal War Room
(Enter the location, equipment, reference material usage, waste disposal, and other information for proposal team.) 
Method of Operation
(Describe the daily operation, data flow, approvals necessary, and any other operational issues.) 
Storyboards
(Describe how storyboards will be used and updated, as well as the process used throughout  proposal development.) 
Key Activities
The schedule included as Attachment 1: Writers’ Information features activities, events, and milestones for the proposal development effort. Key activities are:

Event

Date
Kick-off Meeting
(Enter date.) 
Pink Team Storyboards.  Validate Strategies/Themes and Feature/Benefits
(Enter date.) 
PINK TEAM Review
(Enter date.) 


Submittal of All Visuals
(Enter date.) 
  

Management Review of Cost Volume
(Enter date.) 
  

Submittal of All Drafts
(Enter date.) 


RED TEAM Review
(Enter date.) 


Produce Final Proposal
(Enter date.) 


Ship to Customer
(Enter date.) 
  

Deliver to Customer
 (Enter date.) 


Appendix 1. Proposal Development Schedule

Attachment 

 (Insert Schedule) 
 (Sample sheet one is for 30 day schedules)

(Sample sheet two is for 45 day schedules)
(Complexity of the schedule is driven by the proposal requirements)
Appendix 2. Proposal Outline and Writing Assignments
 (Insert Outline and Assignments) 
Attachment 1. Writers’ Information

 (Insert Writers' Information) 
Attachment 2. Preliminary Executive Summary

 (Insert Summary) 
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