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1.0 Purpose
The mission of the proposal development procedure is to define repeatable, quality-focused processes that create consistency, efficiency, and standardization of DST proposals.  The objectives of the Proposal Development procedure are to:

· Provide effective organizational processes, procedures, and communications among the Business Development (BD) Team
· Promote scalability of proposal production levels while maintaining quality and consistency 

· Enable flexibility to customize this procedure to meet individual bid requirements
· Establish accountability for meeting proposal schedules for all parties involved

· Support and promote DST BD efforts to meet revenue goals
· Empower DST to consistently deliver compliant and innovative proposals capable of winning targeted contracts

· Build DST’s reputation for superior work and professionalism by delivering proposals of the highest quality in terms of content and presentation
2.0 Scope
The primary focus of this procedure is two-fold:  to organize the proposal development process in bids where DST is the prime contractor and to be equipped to assist in the writing and/or production of proposals in which DST is a sub.   To address the organization of documentation within the range of BD-related communications we continually produce, the procedure has been adapted to track all proposals, Sources Sought responses, and major presentations.  
This procedure also addresses:
· The relationship between the Business Development (BD) process and the proposal development procedure
· Roles and responsibilities of the BD Team in proposal development
· DST’s proposal development tools and resources

3.0 General Information
The following sections provide background information and explain the context of the Proposal Development Procedure.

3.1 Summary of the Business Development Process

The proposal development procedure is a critical component of DST’s BD process. The BD process is explained here to provide the context for proposal development.  To this end, DST has committed itself to a scalable BD process that is:
· Aligned to the program and budget life cycle of DST’s customers (i.e., DoD and Federal agencies)

· Executed in phases

· Derived from industry best practices
Dependencies exist between the proposal development and BD processes.  As DST pursues develops business, opportunities move through five (5) levels of classification:

· Level 1:  Lead Identification.  The lead is identified and decision is made to track it and qualify it
· Level 2:  Pursuit Decision.  Based on the results of the qualification, the decision is made to track the opportunity as a target in the pipeline
· Level 3:  Bid/No Bid Decision.  A bid decision is made by the BD Team after reviewing the data on the opportunity
· Level 4:  Proposal in Process.  This is the proposal procedure itself, which includes opportunities to revisit the bid decision and proposal reviews
· Level 5:  Proposal Submitted.  After the proposal is delivered, the evaluation process is tracked through contract award
Exhibit 1 is a swim-lane flow chart that summarizes DST’s BD process. This chart illustrates the roles and responsibilities of the major parties involved in the process (as identified in the column headings at the top of the chart). The numbered circles highlight key features of the BD process.
Exhibit 1.  DST Business Development Process
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As shown in Exhibit 1, all parties share the first three steps in the process because:
· Opportunities can and should be identified by all DST employees

· The qualification process may include many steps over a substantial period of time before a Request for Proposal (RFP) is released 
· Everyone has an obligation to communicate their efforts to both BD, the Corporate Officers (CO), and Operations in order to ensure coordination and effective actions
Once a lead has been located and qualified, the Team member developing the lead completes the DST Bid/No Bid Form shown in Attachment 1.  The Bid/No Bid Form provides detail about the opportunity to the level where a decision can be made to either bid or not bid the opportunity.  The form is attached to the opportunity’s documentation and becomes a part of DST’s historical BD files.  

The CO makes the formal decision to bid an opportunity. At this point, the opportunity becomes part of a list of opportunities used to project requirements for proposal development resources.  Tracking and qualification continues as the RFP release approaches. When an RFP is expected, the BD Department and Operations meet to assign key resources to the proposal team.  This is also an opportunity to revisit the bid decision.

The receipt of the RFP triggers the proposal procedure. The next two steps shown in the chart are the focus of this procedure. At this point, the Proposal Checklist (discussed below) is implemented and then used to guide all efforts through submission of the proposal.  The bid decision is formally revisited twice during the proposal development procedure:  as part of the initial review of the RFP, and as part of the Red Team Review.
This approach to BD is premised on the assumption that BD, Operations, and Management are all held accountable for their level of cooperation in the process. 
3.2 Summary of the Proposal Development Procedure
DST’s proposal development procedure reduces the complexity of proposal development by organizing the procedure into a series of clearly defined phases and repeatable steps. Exhibit 2 summarizes the critical path and the milestones of the proposal development procedure.  Note that:
· The Red Team Phase is the most critical period in the procedure. If the proposal team cannot be productive during this time, the work is compressed into the rest of the schedule.

· The Gold Team phase ends with a formal review by Management.
Exhibit 2.  The Critical Path of the Proposal Procedure
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3.3 Roles and Responsibilities
Exhibit 3 illustrates how the proposal team is organized.

Exhibit 3.  DST Business Development Organization
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3.3.1 The VP of Business Development

The VP of Business Development (VP of BD) is the driving force behind the Business Development organization.  The VP of BD devises the strategies necessary to meet or exceed DST company revenue goals.  In consultation with the Corporate Officers (CO), the VP of BD sets the tone within the company for the winning of business, including identification of the vertical markets and agencies to penetrate.  Key responsibilities are as follows:

· Devises strategies to capture target business via a market penetration plan
· Fosters positive market awareness of DST name

· Builds and manages aggressive Business Development Specialists
· Manages BD Team
· Uses the market penetration plan to lead sales initiatives
· Identifies new markets and growth opportunities
3.3.2 The Business Development Specialist
The Business Development Specialist (BD Specialist) is a resource that the VP of BD utilizes to execute the strategy for growing the DST business to meet or exceed revenue goals.  The sole function of this individual, under the guidance of the BD Director, is to develop the relationships and business required to boost DST organic growth.  The BD Specialist is accountable to the VP of BD in meeting company projections.  The BD Specialist also:

· Develops business plan(s) under target capture areas in support of the market penetration plan

· Builds a pipeline of qualified, win-able opportunities

· Creates strategies for lead generation
· Interfaces with Operations to align forces in winning opportunities 

· Attends pre-bidder’s conferences

· Provides business intelligence information to the Proposal Manager/Proposal Writer for proposal development purposes

3.3.3 The BD Capture Manager
The Business Development Capture Manager (BD Capture Manager) is responsible for the monitoring and management of the pipeline.  As the BD Specialist brings win-able opportunities to the pipeline, the Capture Manager must track these opportunities from the bid/no-bid process through proposal development and delivery.  The Capture Manager reports to the VP of BD.    Other functions include:
· Monitors the status of all proposals in process

· Executes the Market Penetration Plan

· Gathers current contract vehicle opportunities from BD Specialist(s), Business Development Director, and Junior Proposal Coordinator/BD Analyst

· Drives bid/no-bid decisions

· Operates as a liaison between BD Specialist(s) and the proposal team
· Serves as the technical lead for proposals as needed 

· Interfaces with Proposal Manager and Business Development Director for proposal planning purposes

3.3.4 The Business Development Director

The Business Development Director (BD Director) is accountable to the VP of Business Development to ensure effective proposal coordination.  The BD Director is responsible for tracking the proposal responses from submission to contract award.  Other functions include:

· Point of Contact (POC) for proposal questions and amendments

· POC for incoming and outgoing data calls 

· Interfaces with Junior Proposal Coordinator/BD Analyst in identifying vehicle opportunities on INPUT, FedBizOpps, etc.
· Acts as liaison to the VP of Operations in requesting SME assistance in the proposal development process

· Works with the Chief Financial Officer (CFO) to complete the pricing portion of the proposal

· Communicates the personnel requirements to Human Resources (HR) to locate resources for each proposal
· Provides communication to Jr. Proposal Coordinator/BD Analyst for production support

· Prepares proposals as needed

· Proposal Files Management –soft & hard copy 

· Interfaces with Graphic Designer for production needs

· Meets with BD Capture Manager weekly to discuss proposal schedule

3.3.5 The Jr. Proposal Coordinator/BD Analyst

The Junior Proposal Coordinator/BD Analyst is tasked with providing the full scope of support for the proposal production process.  This role entails performing competitive analyses, gathering market information, and other research in support of the Team’s mission.  Responsibilities include:

· Prepares Pipeline Tracking Report 

· Provides support to the BD Director  

· Provides support to Business Development Specialist(s) 

· Attends bidder’s conferences as needed

· Performs marketing activities

· Executes special marketing intelligence projects  

· Provides production support to the BD Director and Proposal Writers as needed

· Interfaces with Graphic Designer as needed
3.3.6 The Proposal Manager
The Proposal Manager’s responsibility is to provide guidance to Proposal Writer(s) to ensure that DST produces compliant proposals of the highest quality with continuity in appearance.  While every proposal is different, certain elements, such as the company logo, letterhead, layout, past performance, and overall proposal look and feel must be consistent.  The Proposal Manager develops templates for use in the proposal process, shortening the time frame to prepare responses and bringing continuity to DST responses.  Functions of the Proposal Manager include:
· Provides proposal support to the VP of BD
· Develops DST Proposal Development Procedures
· Develops DST templates 

· Proposal Calendar
· Proposal Outline

· Past Performance

· Risk Factors

· Transmittal Letter

· Other templates as needed

· Drafts proposals (Proposal Writer responsibilities)
· Collaborates  with BD Specialist(s) on proposal business intelligence information, win themes/storyboards/strategy

· Attends bidder’s conferences as needed

· Provides communication as needed to the Jr. Proposal Coordinator/BD Analyst for production support

· Performs Final Book Check for compliance

· Responsible for Quality Assurance of all competitive responses
3.3.7 The Proposal Writer

The Proposal Writer is accountable to the Proposal Manager to produce compliant, meaningful, quality, and cohesive proposals to RFP/RFI/RFQ requirements.  The goal is to develop the best representation of DST capability to the soliciting entities.  The Proposal Writer is the conduit for written communication between DST and the outside business world, thus responses must be of excellent quality so as to leave the most favorable impression.  To this end, tasks include:

· Provides proposal support to the VP of BD
· Drafts proposals 
· Collaborates with BD Specialist(s) on proposal business intelligence information, win themes/storyboards/strategy

· Attends bidder’s conferences as needed

· Provides communication as needed to the Jr. Proposal Coordinator/BD Analyst for production support

· Performs Preliminary Book Check for compliance
· Responsible for initial Quality Assurance check for all competitive responses

The Proposal Writer assigned to a particular opportunity is the “project manager” for the proposal response.  Key responsibilities include:

· Develops the proposal kickoff meeting package

· Manages all activities to meet that schedule
· Reports proposal status to the VP of BD 
· Works with the BD Director and/or Human Resources in facilitating the acquisition of resources/subject matter experts (SMEs) as needed to craft the technical solution 
· Interfaces with the BD Director in identifying and acquiring key and non-key personnel  to meet the requirements of the proposal
· Works with the BD director to resolve open issues
· Manages all communications to the proposal team, including subs or the prime for that opportunity
3.3.8 The Graphic Designer

The Graphic Designer is responsible for the aesthetic appearance of the proposal cover in alignment with individual proposal requirements.  The Graphic Designer also supports the Proposal Writer in developing graphics as needed to support proposal text where appropriate.  Producing the number of covers needed, as well as burning and labeling CDs required for proposal submission, round out this role.  Other responsibilities include:

· Design & layout of

· Brochures

· Business Cards

· Newsletters

· Summary Sheets

· DST Capability Statements

· Proposal covers & spines

· Other custom deliverables
· Design and maintenance of DST corporate 
· Design of customer Web sites, monitoring, and maintenance as needed
· Collaboration & coordination with customers to ensure that publications are delivered on schedule and to the customer’s satisfaction
Exhibit 4 lists the roles and responsibilities for all parties in the proposal development process.

Exhibit 4.  Roles & Responsibilities in Proposal Development
	Role
	Responsibilities

	Vice President of BD
	· Manages all BD efforts

· Prioritizes the opportunities being tracked

· Participates in CO meetings and the bid selection process

· Provides inputs and guidance to the Red Team effort

· Attends all reviews as needed

	BD Specialist
	· Identifies the opportunity

· Registers the opportunity with BD Capture Manager

· Helps develop and implement the win strategy

· Prepares a bid decision package for the BD Team review

· Helps identify discriminators, themes, client hot buttons and biases, and advises the proposal team about specific customer requirements

· Facilitates the completion of Non-Disclosure Agreements (NDA) and Teaming Agreements (TA) with the VP of Corporate Administration
· Supports the proposal team as required and participates in White, Pink and Red Team as needed

	BD Capture Manager
	· Tracks all opportunities in the pipeline
· Evaluates the source of opportunities in the pipeline to ensure focus on the market penetration plan 

· Responsible for coordinating the technical solution for proposals as needed

· Interfaces with Operations in obtaining the required SME in solution development

· Provides support for bid/no-bid decisions
· Responsible for developing and delivering a compliant and cost competitive solution
· Coordinates all tasks with the BD Director 
· Leads the development and execution of the win strategy

· Reviews and incorporates Red Team comments as appropriate

	BD Director
	· Ensures that bid opportunities are assigned a proposal writer

· Engages Operations in the proposal development process

· Drafts the cost proposal and works with the CFO to finalize pricing
· Prepares the business proposal, including reps and certs 

· Acts as the conduit for proposal submission and communications

· Guides the Jr. BD Coordinator/Analyst in production needs

	Jr. Proposal Coordinator/BD Analyst
	· Performs BD analytical tasks as defined by the VP of BD or BD Director

· Responsible for opportunity tracking documentation

· Supports the BD Director in ensuring that proposals are submitted on time and to specification
· Works with the Graphic Designer as needed throughout the production process

· Responsible for all aspects of proposal production and publication

· Coordinates all tasks with the Proposal Manager and the BD Capture Manager

· Tracks and distributes amendments to the team

· Maintains a tracking system for graphics and images

· Maintains the proposal history file

· Designs and creates graphics, covers, tabs, etc.

· Assembles review team packages

· Supervises proposal production, assembly, packaging, and shipping

	Proposal Manager
	· Develops templates and procedures that guide and support the proposal development process
· Responsible for the quality and compliance of all proposals submitted

· Manages and oversees Proposal Writer(s)

· Drafts proposals; assumes responsibilities of proposal writer role

· Manages the tailoring of the proposal procedure to meet the demands of the bid and the schedule

	Proposal Writer
	· Prepares the kickoff meeting package, including the proposal calendar

· Chairs the Kickoff Meeting

· Drafts the initial proposal outline and monitors writing assignments

· Participates in white, pink, and red team reviews

· Incorporates review team comments as appropriate

· Maintains version control

· Drafts quality and compliant proposals
· Acts as the “project manager” for each proposal assigned, ensuring that the technical solution, personnel, financial, and any other factors impacting the development of the proposal are addressed
· Uses the RFP compliance matrix to review the Red Team version to ensure compliance with the RFP and corporate standards

· Responsible for preliminary book check 

	Graphic Designer
	· Supports the production needs of the Proposal Writer 
· Assists the BD Director in production needs, including the burning of CDs

	Corporate Officers (CO)
	· Evaluate opportunities in the pipeline and makes bid / no-bid decisions

· Ensure that all support personnel from their business area provide SME support to the proposal team 

· The decisions made by the CO are formally documented and published to the Capture Manager

	VP of Operations
	· Participates in CO meetings and the bid selection process

· Provide resources (subject matter experts- SMEs) to support proposal development

· Provide inputs and guidance at the proposal kickoff meeting and the Pink and/or Red Team Review

· Attends (or designates someone to attend) the White Team, Pink Team, Red Team, and Gold Team Reviews 

	President and CEO of DST
	· Chairs CO meetings

· Leads bid/no-bid decisions

· Conducts the Gold Team Review

· Determines final pricing

	VP of Corporate Administration
	· Processes Non-Disclosure Agreements (NDA) and Teaming Agreements (TA)

· Analyzes contractual issues

· Reviews Representations and Certifications (Reps & Certs) as needed

	VP of Human Resources
	· Obtains personnel requirements from the BD Director

· Assigns HR staff to recruits personnel to fill key personnel positions

· Assists with the development of resumes, position descriptions, and recruiting as needed

	CFO
	· Pricing analyst for the Cost Proposal

· Analyzes acquisition regulation issues

· Analyzes the Basis of Estimate (BOE) and advises the CEO on cost strategies

· Prepares costs models using the cost data supplied by the BD Capture Manager, the VP of Operations, and HR

· Conducts interim cost review(s) with the BD Director 
· Prepares final text and spreadsheet inputs for the cost proposal


3.4
Key Features of the Proposal Development Procedure

DST’s proposal development procedure leads with input from the BD Capture Manager, who maintains intelligence about the opportunity and knows the nuances of the client’s needs.  Working in concert with the BD Specialist, a solution is derived and strategies for telling a compelling story are communicated to the Proposal Writer.  Operations may be involved in the solution process if its subject-matter resources are needed.  
This procedure employs a Proposal Checklist that guides every step of the procedure. The Proposal Checklist:
· Indicates the progress and status of the proposal

· Is used to record all action items and events that occur during the proposal

· Serves as a focal point for communication and direction for the proposal team

The core principles of this procedure are:
· Document all tasks in a Proposal Checklist, and tailor the steps as required by specific proposal requirements.
· Never skip the solution phase. Always develop the solution, at whatever level of detail is required, before writing begins.
· Always have the work products reviewed by someone besides the proposal writer.

The tailoring of the check list is discussed in Section 3.10. Exhibit 5 cites other key features of the Proposal Development Procedure. 
Exhibit 5.  Key Features of DST’s Proposal Procedure

	No.
	Phase
	Key Features
	Major Work Products

	1. 
	Pre-RFP Activities
	· Identify and qualify opportunities

· Select opportunities to bid

· Position DST as the leading bidder

· Develop teaming arrangements if required 
	· CO submittal (to obtain management approval to bid the opportunity)

· Information about the customer and the competition

· BD Capture Plan (if available)

· Teaming agreements (if available)

	2. 
	White Team
	· These are the proposal start up tasks

· This phase triggered by receipt of the RFP

· Review the RFP, develop the proposal schedule, and develop briefing materials for the kickoff meeting

· The White Team Phase culminates in the proposal kickoff meeting where the proposal team assignments are given
· Develop the solution DST will propose in response to the RFP to include:

· The technical and management approach

· Staffing plan

· Key assumptions and constraints

· Discussion of pricing elements
· Risk assessment
· RFP Compliance Matrix development

· Develop 100% of the proposal content in draft format using the approved Solution Document to guide the writing 
	· Proposal Checklist (which guides the effort)

· The Proposal Kickoff Meeting

· The Proposal Schedule

· Teaming agreement(s)

· The approved proposal outline (which the authors will write to)

· The RFP Compliance Matrix



	3. 
	Pink Team
	· This is an optional phase depending upon the complexity of the technical solution; i.e. if there is more than one line of business involved in the solution and/or other teaming partners
· The purpose of the Pink Team Phase is to bring different elements of the Team/solution together and determine if the proposal development is on track
	· The Pink Team proposal draft
· The approved Solution (which the authors will write to)

· Documented Pink Team corrections

	4. 
	Red Team
	· The Red Team Phase culminates in the Red Team Review:

· The draft proposal is compared to the White Team/Pink Team solution and the RFP to make sure the proposal team is on track

· If major changes are needed, they must be identified at the Red Team review to allow sufficient time to implement them

· Note that the Solution may need to be updated as the details of the solution are defined and their impact becomes clear

· The objective is to assess the product the customer will see from the customer’s perspective

· If major rework is required, escalate to Management for additional support
	· The Red Team proposal draft

· Documented Red Team corrections

	5. 
	Gold Team
	· Develop the final product incorporating Red Team corrections

· The changes required should be limited to refinements and tweaks

· The Gold Team Phase culminates in the Gold Team Review:

· DST’s CEO and President (or a designated executive) reviews the final product

· The objective is to assess its overall quality and its impact on DST’s competitive position

· Minor adjustments to price may be made in response to this assessment
	· The finished proposal

	6. 
	Production
	· Produce and proof the final approved proposal in the numbers and formats required

· Package for shipment to the customer

· This process takes time, and must be done in accordance with both RFP requirements and DST quality standards

· The Publication Phase ends when the proposal is published and packaged for delivery to the customer
	· The finished, packaged proposal

· Any associated shipping papers and delivery receipts

	7. 
	Delivery
	· Deliver the finished proposal to the customer:

· Proposals delivered in hard copy are typically:

· Hand-carried by a DST employee

· Shipped via courier

· A delivery receipt is required for the hand-carried copy. The shipped copy is confirmed by the shipper’s paperwork

· For electronic delivery, by e-mail or through an Internet portal, a receipt must be saved and printed after electronic submission

· The Delivery Phase culminates when delivery to the customer is verified
	· The various receipts proving successful delivery

	8. 
	Close

Out
	· After the proposal is submitted, copies of the proposal and supporting data (that explain how the solution was developed and priced) are:

· Stored with the VP of Corporate Administration in the proposal library

· All of these data are used to enable planning for transition and start up upon contract award

· The Close Out Phase is complete when these data have been archived and delivered as described above
	· File copies of the final proposal

· Any relevant supporting data


3.5
Primary Proposal Resources and Tools

The following resources and tools are available to support the proposal development procedure:
DST Bid/No Bid Form – A detailed form used by the BD Specialist to assist in the bid/no-bid decision-making process.  Refer to Attachment 1 for a copy of this form.
Proposal Checklist – A check list that itemizes all of the steps in the proposal development procedure and guides the proposal down the critical path required to ensure a compliant, high-quality response. This check list is updated as required throughout the proposal and is shared with all proposal team members.  
3.6
Master Proposal Checklist

The Master Proposal Checklist is the core tool supporting the proposal procedure. It embodies and formalizes the entire proposal process, and ensures that all critical steps and details are addressed. The checklist itemizes the steps in each of the seven phases in a chronological format. 
As the proposal moves forward, each step is checked off and the major events that occurred are documented. A new check list should be started and maintained for every proposal and presentation, and almost all quick response efforts. See Section 3.10 below for guidance on tailoring the checklist. Refer to Attachment 2 for a copy of this checklist.
The Proposal Writer uses the Proposal Checklist to:

· Ensure that all required tasks are performed

· Track their progress

· Document the outcome

· Communicate the status of the proposal to the proposal team
The checklist also provides an audit trail for the proposal. Over time, the completed check lists will provide a historical view of the effort required for proposal development so DST can plan its resource allocations more effectively.

3.7
DST’s Role as Prime 

As a prime contractor, DST must provide leadership for a team of companies on the proposal effort. As the prime, DST is responsible for defining and managing the proposal procedure, and communicating effectively with teammates. DST is positioning itself to team with large and respected companies, and they have high expectations for DST’s performance as the prime. Therefore, DST must treat the efforts of teammates with respect. A misstep in this role can damage the relationship with a major company and hinder future bidding opportunities.

3.8
DST’s Role as Sub

When DST is a subcontractor to another company, it is our obligation to adhere to their proposal process and provide timely support that meets their proposal schedule. The steps other companies go through generally look very much like those in the Proposal Checklist. The major responsibility DST has as a subcontractor is to:

· Assign Proposal Support Team personnel to act as a point of contact for data calls, and to support the preparation of resumes and past performance citations

· Assign technical personnel to support the proposal development and writing as appropriate

· Coordinate all of these efforts with contracts and pricing so they can provide their inputs as required

· Remain aware of the proposal schedule so that we are supporting rather than hindering the effort
3.9
Scheduling

A proposal schedule is developed by working backwards from the due date to the current moment. It must cover all of the major tasks cited in the Proposal Checklist, and is tailored as appropriate to the circumstances of the proposal. The Proposal Writer will assess proposals on an individual basis to develop an appropriate schedule.

3.10 Tailoring the Checklist

One of the important benefits of the Proposal Checklist is that it provides a record of the work we’ve performed. Over time, the checklists collectively indicate the scope and volume of our work load, and support after action reports and lessons-learned analyses.  The proposal procedure can be tailored to meet the needs of each proposal or communications task. This is based on the scope and complexity of the RFP or task, and the resources and time available to respond to it. For example, tailoring for an RFP will typically include skipping the pre-RFP phase since many proposal efforts don’t start until the RFP is released.

While a tight schedule or a small task will reduce the number of steps we apply, the tailoring of this procedure must direct the effort down the critical path of this procedure to ensure a compliant, quality product. The assigned Proposal Writer is responsible for tailoring the proposal procedure to meet the requirements and constraints of the proposal. This is done in close coordination with the BD Director. Exhibit 6 provides basic guidance on how to tailor the Proposal Checklist.

Exhibit 6.  How to Tailor the Proposal Checklist

	Task Requirements
	Tailoring Instructions

	Major proposal:

· DST is the prime

· Pre-RFP period

· With a draft RFP to work on 
	· Major bids we’ve been tracking for long periods of time utilize every aspect of the checklist

· No tailoring is required since we have been proactive from the start

· For example, all of the pre-RFP tasks can be pursued in this case

	Major proposal:

· DST is the prime

· Pre-RFP period

· But no draft RFP to work on
	· Pretty much the same guidance as immediately above 

· There may be more speculation and assumptions required in solution development prior to actual RFP release

	Major proposal:

· DST is the prime

· With no actions taken until RFP release
	· First step is to skip the pre-RFP tasks. They obviously do not apply here

· Put an immediate focus to kickoff the bid

· Move immediately to a fully-staffed White Team (solutions development) effort in order to discern the realities of the bid ASAP

· When the schedule is very short, Pink Team can be skipped (moving right to the Red Team Phase)

	Major proposal:

· DST could be the prime

· No actions taken until after RFP release

· I.e., a large “pop-up” presented by a teammate who needs us to serve as the Prime
	· These opportunities present a very difficult set of choices

· Even if there is no other work ongoing, both the pre-proposal tasks (qualifying the opportunity) and the proposal response tasks must occur concurrently and quickly

· If a teammate can provide most of the staff to develop the prop, there may be chance.

· In such cases:

· Pre-RFP phase is skipped

· The White Team phases tasks  must be performed immediately 

· Pink Team is shortened, and must yield all solution data including pricing
· Red Team is shortened

	Major proposal:

· DST is a subcontractor

· Pre-RFP period

· Draft RFP available
	· As a subcontractor, we follow the process and  instructions provided by the Prime

· As a teammate”, be prepared, informed, and responsive to all requests

· While our check list will look very much like their proposal process, they will use their tools and procedures to manage the bid

· Note that the content of the checklist, especially in the White Team phase, offers excellent guidance to support our role in contributing to the proposed solution 

	Major proposal:

· DST is a subcontractor

· Pre-RFP period

· But no draft RFP available
	· Same as above

	Major proposal:

· DST is a subcontractor

· With no actions taken until RFP release
	· Same as above

	Responses to Sources Sought Announcements and Requests for Information (RFI):

· Typically a short turnaround (1 to 2 weeks)

· Relatively small response (typically 5 to 20 pages)

· Usually requesting general content (such as qualifications and summaries of methodologies and approaches) and/or past performance
	· Document the task in a check list

· Obtain publication support ASAP

· Skip Pre-RFP phase

· Convene a quick response White Team if required

· Use as much material as possible from existing work 

· Perform the Red Team phase and a shorter and less formal Gold Team review. (E.g., CEO participation is not likely to be required.)

	Small proposals requiring a rapid turnaround:

· Typically a very short turnaround (5 days)
	· When the schedule is very short, White Team can be shortened and move right to the Red Team Phase

	Presentations:

· Occurring as a “pop-up” task


	· Document the task in a check list

· Obtain publication support ASAP

· Skip Pre-RFP phase

· Convene a quick response White Team if required

· Use as much material as possible from existing presentations

· Skip Pink Team, Red Team, and Gold Team phases

· Hold a quick response review, and then publish

	Presentations:

· Some of these occur with several weeks notice and can be prepared in an orderly fashion
	· Same guidance as above

· The extra time enables some effort to be put into the development of talking notes or a script as required

	Presentations:

· Presentations developed as part of a proposal process are integrated into the proposal check list (as opposed to removing steps that are not needed)
	· Add presentation development to White, Pink, Red, and Gold Team phases as appropriate

· The work done on oral presentations delivered after submittal of a written proposal will include coaching and practice runs for the presenters


3.11
Handling “Pop-Ups”

Regardless of the sophistication of the business development and qualification process within DST, it is inevitable that opportunities of which we are unaware and should be bidding will sometimes appear unexpectedly at the last minute. While these “pop-ups” typically have little strategic information or marketing presence associated with them, they should still be evaluated. The basic guidelines for making a bid decisions on a pop-up opportunity are listed below:

Priority – Pursuing a pop-up proposal must not interfere with on-going or impending proposal development activities for high priority business opportunities.  Do not waste corporate resources on an opportunity with low win potential when they can be used on opportunities that are more developed and DST is positioned with a higher probability of a win.

Core Competency – Given a lack positioning for the bid, the technical requirements of the Statement of Work (SOW) must match DST’s core competencies and past performance qualifications.  Do not try to break into a field in which you have no past performance experience using a pop-up.  Too many unknown risks are involved.

Minimal Personnel Qualifications – Proposal must not involve staffing requirements that rely on extensive recruiting. Key personnel resumes are time consuming and difficult.  If the resume requirements are very specific or extensive, the client may be trying to limit competition.

Related Customer Support – Customer should be a current or past customer, or related to one of DST’s current customers.  Ideally, the client should be someone we know or know someone we know.  Do not try to break into a new agency with a pop-up.

Proposal Re-use Library – We should be able to rapidly develop the majority of the proposal via tailoring of existing data from the electronic proposal library.  Developing new technical or management approaches for pop-ups is discouraged.

Proposal Costs – Proposal development costs should be minimal.  Pop-ups have a low win probability.  Minimize spending to the bare necessities.

Price to Win – DST must be willing to submit a competitively priced cost proposal.  The only significant discriminator we can present in a pop-up is our competitive pricing structure. Our technical proposal will only match the incumbent or favorite player at best. We must give the client a reason to choose us. When we are technically equal, that reason is price. Of course, even this requires good intelligence on the current contract in order to identify what the competitive price will be; and such data are generally lacking in a pop-up.

Cut Our Losses – DST must be prepared to terminate proposal development when priorities change or additional information reveals a significant potential for loss.  The first law of good business is to cut your losses early.

Conformance to all the guidelines is the ideal situation. Conformance to the majority of these criteria (six or seven) is mandatory. Which criteria actually apply will depend on the specific procurement and strategic value of the opportunity.  The total picture should be decided at the CO Meeting.

4.0 PROCEDURE

The tables in the sections that follow explain each step in each phase of the Master Proposal Checklist.

4.1
Pre-RFP Phase

The purpose of the Pre-RFP Phase is to identify, qualify, and select opportunities to bid; and to position DST with the customer as a desired contender for the work. While the primary tasks performed here relate more to the business development process, there are proposal-related tasks that should be performed prior to RFP release (if possible). Exhibit 7 explains the steps in this phase of proposal development. Note that verb applied to most of the tasks here is “identify.” This acknowledges the tentative and preliminary nature of the available data.
Exhibit 7.  Steps in the Pre-RFP Phase
	Step
	Action
	Responsibility

	1
	Preliminary Review of Opportunity:

· Determine the fit with DST’s marketing goals and core competencies

· Decide if the opportunity should be:

· Submitted to the CO for bid consideration

· Tracked for further evaluation

· Discarded
	· VP of BD

	2
	Obtain Customer Background Data

· Review the customer’s Web site

· Obtain the agency’s strategic plan and any technical planning documents they publish

· Make a FOIA (Freedom of Information Act) request for the current contract
	· BD Capture Manager
· BD Specialist 

· BD Director

	3
	Coordinate With VP of Operations (who will own the resulting work):

· Coordination should start early in the process and continue through proposal development 

· Issues to be coordinated include:

· Teaming options

· Win strategies

· Staffing plan

· Selection of past performance citations

· Note:  The VP of Operations is responsible for coordinating the pursuit of all opportunities they identify with BD
	· VP for BD
· BD Capture Manager
· BD Director 


	4
	Estimate Proposal Schedule:
· This is required to determine pending workloads and support resource planning

· Key dates of interest are:

· Expected RFP release date

· Expected turnaround time for proposal development

· Expected proposal due date

· Provide these data to the designated Proposal Writer
	· BD Director


	5
	Identify Critical Success Factors:

· What are the key issues that must be addressed in the proposal to win the award and ensure successful contract performance?

· These issues are derived from knowledge of the customer and the competition
	· VP of BD

· BD Capture Manager

· BD Specialist

	6
	Identify Win Strategies:

· What strategies should DST pursue to address the Critical Success Factors? 
	· VP of BD

· BD Capture Manager

· BD Specialist

	Note:
	Steps 7 though 11 typically require a draft RFP to be performed at a detailed level

	7
	Identify Technical Approach:

· These preliminary data should include:

· A summary of the approach

· Features and benefits

· A summary of what services will be performed
· A summary of how DST will perform the services
· A summary of the deliverables 

· This is based on preliminary data about the work and the customer’s environment
	· BD Capture Manager
· BD Specialist

	8
	Identify Management Approach:

· These preliminary data should include:

· An organization chart 

· A summary of roles and responsibilities for the program team

· Lines of authority and communication within the team, to the customer, and to DST corporate

· A summary staffing approach, i.e., estimate what combination of current staff, incumbent capture, and new hires is required

· A summary of the subcontractor management approach (if applicable)

· This is based on preliminary data about the work and the customer’s environment
	· BD Capture Manager
· BD Specialist

	9
	Identify Assumptions:

· Specify the assumptions behind the preliminary technical and management approach

· This explains some of the rationale behind the approach

· This also yields a set of issues to track that may change the approach
	· BD Capture Manager
· BD Specialist

	10
	Identify Constraints:

· Specify the constraints that will drive the preliminary technical and management approach

· This explains some of the rationale behind the approach

· Constraints can include:  (draft) RFP requirements, the planned schedule, the customer’s budget, and cultural issues in the customer’s environment

· This also yields another set of issues to track that may change the approach
	· BD Capture Manager
· BD Specialist

	11
	Identify Risks:

· Risks can include difficult requirements, features of the approach, assumptions, and constraints

· Risk mitigations describe how DST will deal with risks
	· BD Capture Manager
· BD Specialist

	12
	Identify Past Performance Citations:

· Specify the past performance citations to be used to establish DST’s credibility in the bid

· Coordinate this task with the Corporate VP for BD and the VP of Operations
· Obtain the current versions and make sure they are current, complete, and accurate

· Begin tailoring to the requirements of the opportunity (if there is sufficient information to guide the effort)
	· BD Capture Manager
· BD Director



	13
	Identify Resumes:

· Obtain the resumes for key personnel, either existing staff or new hires

· Coordinate this task with the Corporate VP for BD and the VP of Human Resources
· Make sure they are current, complete, and accurate

· Begin tailoring to the requirements of the opportunity if there is sufficient information to guide the effort
	· BD Capture Manager
· BD Specialist

· BD Director


	14
	Identify Ghosting Issues:

· A “ghost” is a negative issue DST knows the customer wants to avoid

· Examples include mistakes made in contract performance by the incumbent

· The proposal must explain how DST will avoid these problems

· The mention of these issues in this way is called “ghosting”
	· BD Capture Manager
· BD Specialist



	15
	Identify Discriminators:

· A “discriminator” is a positive attribute that only DST can offer the customer

· Discriminators include expertise, an innovative approach, and knowledge of the customer 

· A discriminator must offer the customer a clear benefit

· The value of a discriminator increases with the scope of the benefits to the customer, and how unique it is to DST
	· BD Capture Manager
· BD Specialist



	16
	Develop Win Themes:

· “Win themes” are statements that are repeated as appropriate throughout the proposal that remind the customer what DST’s discriminators are and how the customer benefits from them

· This repetition sets the tone, and creates a brand identity for DST’s proposal based on customer benefits
	· BD Capture Manager
· BD Specialist



	17
	Answer “Why DST?”

· This is the core value proposition of DST’s bid

· It is typically expressed in a short statement that explains:

· DST’s most important discriminator

· The salient feature of DST’s approach derived from that discriminator

· The most important benefit to the customer

· In the Pre-RFP Phase, this justifies the effort to bid

· In the proposal, it sells DST’s solution to the customer
	· BD Capture Manager
· BD Specialist 



	18
	Develop the Capture Plan:

· This document:

· Contains all of the data cited above in steps 3 through 16 

· Is provided to the proposal team at the proposal kickoff meeting

· Supports RFP analysis and solution development in the Pink Team Phase
	· BD Capture Manager
· BD Specialist 



	19
	Remaining Action Items:

· The check list includes this row to provide a catch-all spot for any action items not cited in the list that must be tracked, resolved, or carried over to the next phase
	· BD Capture Manager
· BD Specialist 




4.2
White Team Phase

The purpose of the White Team Phase is to prepare the key proposal development tools, assemble the proposal team, and kickoff the proposal effort. Exhibit 8 explains the steps in this phase of proposal development.

Exhibit 8. Steps in the  White Team Phase

	Step
	Action
	Responsibility

	1
	Assign Proposal Writer:
	· BD Director

	2
	Verify Status of the Bid:

· Verify that the administrative approvals to allocate resources to a proposal are complete or in process. These include:

· CO approval to bid the opportunity

· Non-Disclosure Agreements (NDA)

· Teaming Agreements (TA)

· Note that:

· A verbal authorization from the CEO, VP of Operations or the VP of BD can constitute a CO approval to bid

· The TA can replace the NDA if an NDA has not been completed. This requires that clauses about mutual non-disclosure of data be included in the TA
	· BD Capture Manager

	3
	Distribute Copies of the RFP

· Develop the distribution list

· Distribute copies of the RFP
	· BD Director

	4
	Obtain Customer Background Data

· Review the customer’s Web site

· Obtain the agency’s strategic plan and any technical planning documents they publish

· Make a FOIA (Freedom of Information Act) request for the current contract
	· BD Capture Manager
· BD Director

	5
	Review the RFP:

· Review the RFP to see if it contains any terms, conditions, or requirements that impact or potentially change the planned approach and the bid decision

· Review sections C, L, and M for core requirements

· All other sections and attachments should be reviewed in detail if time permits
	· BD Capture Manager
· BD Director

	6
	Develop the Proposal Schedule:

· The schedule is developed by working backwards from the due date and accounting for the critical path milestones in the Proposal Checklist

· While some tailoring is almost always required, the goal is to address every task on the checklist
	· Proposal Writer

	7
	Develop Initial Proposal Outline:

· Section L defines the basic outline and content requirements

· Sections C and M will provide details that expand the outline 
	· Proposal Writer

	8
	Define Production and Delivery Requirements:

· Determine the number of volumes, their format, and the number of copies required

· Determine total page counts, and determine numbers of notebooks, tabs, CDs, and other supplies required

· Use these data to drive orders for supplies and to determine the time required for production of the drafts and the final product
	· Proposal Writer
· Jr. Proposal Coordinator/BD Analyst

· Graphic Designer



	9
	Re-validate Bid / No-bid Decision:

· After reviewing the RFP and the assumptions and constraints behind the bid decision, determine if there is any reason to substantially change the approach or reconsider the bid decision

· Present all such critical issues to Management prior to the proposal kickoff meeting
	· Proposal Writer



	10 
	Issue Data Call If Needed:

· A data call is a formal request for data from teammates that are needed to complete the proposal

· These data typically include:  a summary data about the company and its core competencies, a brief discussion about why they’re on the team, past performance citations, resumes, and a soft copy of their logo
	· BD Director

	10
	Assign the Operations SME(s):

· If a technical solution is required, DST’s VP of Operations  assigns SME(s) to assist in solution development
	· VP of Operations


	11
	Proposal Kickoff Meeting:

· The team is assembled to be briefed about the bid

· Provide the team with the following data:  the RFP, the Master Proposal Checklist, the Proposal Schedule, and the BD Capture Plan (if available)

· The Proposal Writer chairs the proposal kickoff meeting
· Both the BD Capture Manager and the VP of Operations should address the team to lay out the desired approach and set expectations for the proposal effort, especially the pending Pink Team Phase
	· Proposal Writer

	12
	Develop Storyboards and Detailed Section-Level Outlines:

· Storyboards are structured templates that are used to develop detailed outlines and graphics for individual sections of a proposal

· They are frequently put on a wall so the team can review them and write comments on them

· This puts the “whole story” in front of the team for collaboration and review 

· Detailed outlines should be developed fro each section before the writing begins
	· BD Capture Manager

	
	Remaining Action Items:

· The check list includes this row to provide a catch-all spot for any action items not cited in the list that must be tracked, resolved, or carried over to the next phase
	· Proposal Writer
· BD Director


4.3
Pink Team Phase (optional)
The Pink Team review must be scheduled for proposals dependent upon a specialized technical solution, such as a call center, IT development-type efforts, and any other type of specialized knowledge requirements that need to be conveyed by an expert in that area.  The purpose of the Pink Team Phase is to develop a complete, innovative, and cost competitive solution that complies with all RFP requirements; and to have Management review, revise and approve the solution. The benefit of this approach is that Management direction and expectations for the proposal are provided at the front end of the proposal procedure, and are based on the realities of the solution. 

The Pink Team effort consists of gathering the proposal team (which may include subcontractors with expertise in the solution) and holding a series of facilitated work sessions. The group must:  review the RFP, establish common understanding of its requirements, define the solution that answers those requirements, and document the solution for review. The Pink Team sessions should be chaired by the BD Capture Manager and must be attended by the SME(s) assigned by the VP of Operations.  Once the solution has been devised, the Proposal Writer attends a latter session and begins to fashion the solution into proposal material.  Other latter attendees should include the CFO for a briefing on pricing needs. A Human Resources (HR) representative may also be required if identification of personnel is required..

Exhibit 9 explains the steps in this phase of proposal development. Note that the verb applied to most of the tasks here is “define.” This recognizes that key decisions are made, and the baseline approach is defined in this phase. 

Exhibit 9. Steps in the Pink Team Phase

	Step
	Action
	Responsibility

	1
	VP of Operations Briefs the Proposal Team:

· Sets goals and expectations for: 

· Win strategy

· Technical approach

· Management approach

· Staffing plan

· Past performance citations
	· VP of Operations

	2
	Analyze the RFP:

· The proposal team reviews and discusses the RFP as a group

· The goals are to:

· Identify and understand all requirements

· Determine how the requirements will shape the solution

· Establish a common vocabulary for discussing the RFP and the solution
	· BD Capture Manager

· SME(s)

	3
	Issue Data Call:

· A data call is a formal request for data from teammates that are needed to complete the proposal

· These data typically include:  a summary data about the company and its core competencies, a brief discussion about why they’re on the team, past performance citations, resumes, and a soft copy of their logo

· The BD Capture Manager designates the data call to the bD Director 
	· BD Capture Manager
· BD Director

	4
	Develop the RFP Compliance Matrix:

· The RFP compliance matrix:

· Parses out the requirements Sections C, L, and M. 

· Identifies where in the proposal these requirements are addressed

· Is used as a check list to verify the compliance of the proposal 

· All RFP sections (such as Section B for pricing) should also be addressed. However, these are not generally required for the entire proposal team

· The time and effort required to develop the compliance matrix will vary with the scope and complexity of the RFP
	· Proposal Writer

	5
	Define Critical Success Factors:

· These are the key issues that must be addressed in the proposal to ensure successful contract performance and customer satisfaction

· These issues are initially derived from knowledge of the customer and the competition, but the detailed RFP review will confirm or alter this list of issues and the assessment of their impact and priority

· It may also introduce new issues to be addressed

· The Critical Success Factors are listed in the White Team solution document and correlated to key features of the proposed approach
	· BD Capture Manager
· SME(s)


	6
	Define Win Strategies:

· The win strategies define key features of DST’s proposed approach that address the Critical Success Factors
	· BD Capture Manager
· SME(s)


	7
	Define the Technical Approach:

· These data must include:

· A summary of the approach

· A list of features and benefits

· An explanation of what services will be provided
· An explanation of how DST will execute these services including:

· Methodologies

· Specific techniques for key tasks

· Tools to be used

· Workflow diagrams

· References to where DST has successfully used this approach before

· A list of the deliverables 

· The technical approach should address:

· RFP requirements

· The Critical Success Factors

· What DST knows about the customer’s hopes, fears, biases, and constraints
	· BD Capture Manager
· SME(s)


	8
	Define the Management Approach:

· These data must include:

· A summary of the approach

· A list of features and benefits

· An explanation of the organization

· An org chart showing:

· Primary allocations of work to each function by major SOW references

· Cross-functional (secondary) allocations of work to each function by major SOW references

· Roles and responsibilities

· Lines of authority and communication

· Staffing approach and a staffing plan (if required)

· Tracking and reporting approach

· A summary of, and list of key features of each of the following plans as required:

· A Transition Plan 

· Program Management Plan (PMP)

· Subcontractor Management Plan

· Performance Evaluation Plan (PEP)

· Quality Management Plan (QMS)
· Work Breakdown Structure (WBS)
· Risk Management Plan

· Communications Plan
	· BD Capture Manager

· SME(s)


	9
	Identify Assumptions:

· Specify the assumptions behind the technical and management approaches

· This explains some of the rationale behind the proposed approach

· Having to make a high number of assumptions, or needing to make assumptions about key requirements or key features of the customer’s environment indicates a weak proposal that lacks hard knowledge about the customer, their environment, and the competition 

· There is a close relationship between assumptions and potential risks
	· BD Capture Manager
· SME(s)


	10
	Identify Constraints:

· Specify the constraints driving the technical and management approach

· Constraints can include:

· RFP requirements

· Schedule requirements

· The customer’s budget

· Cultural issues in the customer’s environment

· There is a close relationship between constraints and potential risks
	· BD Capture Manager
· SME(s)


	11
	Define Risk Management Approach:

· Risks can include difficult requirements, features of the approach, assumptions, and constraints

· Risk mitigations describe how DST will prevent and deal with risks

· Many RFPs will require a Risk Management Plan

· In other cases, DST will provide a Risk Management Plan without being asked as a value-added feature of the bid
	· BD Capture Manager
· SME(s)


	12
	Select and Refine Past Performance Citations:

· Specify the past performance citations to be used to establish DST’s credibility in the bid

· Coordinate this task with the Corporate VP of BD and the VP of Operations 

· Make sure the citations are current, complete, and accurate

· Contact the operations staff involved in order to obtain the latest details

· Revise the format to match RFP requirements

· Tailor the content to match the requirements of the opportunity
	· BD Capture Manager
· SME(s)


	13
	Select Staff and Refine Resumes:

· Coordinate this task with the Corporate VP of BD and the VP of Operations 

· Obtain the resumes for key personnel, either existing staff or new hires

· Make sure they are current, complete, and accurate

· Begin tailoring to the requirements of the opportunity if there is sufficient information to guide the effort
	· BD Capture Manager
· HR Representative

· SME(s)


	14
	Develop Major Graphics:

· The Pink Team effort should result in first drafts – on paper or soft copy – of most (hopefully all) of the major graphics that will anchor the proposal such as org charts, workflow and process diagrams, and timelines

· The core graphics are:

· A conceptual graphic illustrating our understanding of the customer’s environment and needs
· The program organizational chart showing lines of authority and communication

· A conceptual workflow graphic summarizing the concept of operations (CONOPS) being proposed. There may be a separate management view and technical view of the CONOPS. E.g., the management view can be a swim lane flow chart showing workflow through operations, reporting and formal review cycles; and operations may be a flow chart of service delivery management from a help desk.

· A basis of estimate (BOE) for staffing. Typically a spreadsheet showing the allocation of labor hours by labor category, RFP work area, major task, and CLIN

· While many graphics can be developed from existing pieces, proposal writers must be willing to develop new concepts to meet unique requirements
	· BD Capture Manager
· Graphic Designer


	15
	Develop ROM Pricing:

· A “ROM” is a rough order of magnitude estimate

· This is a ballpark estimate based on the data available

· The goal is to determine if the projected pricing will be within the competitive range

· The ROM pricing estimate may drive revisions to the proposed solution, the teaming agreement, and the subcontractor management plan

· Reference QMS QP1245, “Pre-Contract Award Planning and Estimation” for this task
	· BD Capture Manager
· CFO


	16
	Proposal Writer Reviews Approach Against RFP Compliance Matrix:

· The RFP compliance matrix is used to perform an initial assessment of the compliance of the solution

· The goal is to identify requirements that have been missed
	· Proposal Writer

	17
	Answer the question “Why DST?”

· This is the core value proposition of the bid

· It is typically expressed in a short statement that explains:

· DST’s most important discriminator

· The salient feature of DST’s approach derived from that discriminator

· The most important benefits to the customer

· The customer is asking this question as they read the proposal. This answer sells the proposed solution – and DST – to the customer 

· This answer may be come multiple themes that are woven throughout the proposal to underscore the benefits of our bid and give it a unique identity in the reviewer’s mind
	· BD Capture Manager
· Proposal Writer

	18
	Identify Ghosting Issues:

· A “ghost” is a negative issue DST knows the customer wants to avoid

· An examples include mistakes made by the incumbent

· The proposal must explain how DST will avoid these problems

· The mention of these issues in this way is called “ghosting”
	· BD Capture Manager
· SME(s)

	19
	Identify Discriminators:

· A “discriminator” is a unique and positive attribute of DST’s proposal that:

· Offers the customer a clear benefit

· Only DST can offer the customer

· Discriminators can include unique expertise, an innovative approach, and knowledge of the customer 

· The value of a discriminator increases with:

· The scope of the benefits it provides to the customer

· How unique it is to DST
	· BD Capture Manager
· SME(s)


	20
	Define Win Themes:

· “Win themes” are statements that describe a specific discriminator in our bid.

· Note that you cannot have a substantive win theme without a discriminator

· They are repeated as appropriate throughout the proposal to remind the customer what DST’s discriminators are and how the customer benefits from them

· This repetition sets the tone, and creates a brand identity for DST’s proposal based on customer benefits
	· BD Capture Manager
· SME(s)


	21
	Revisit Bid / No-Bid Decision:

· The combination of the detailed review of the RFP and solution development may identify issues and raise questions about the approach to the bid, and sometimes even whether DST should bid at all

· This question should be addressed in every Pink Team, even if it comes down to noting that there are no issues impacting the bid decision
	· BD Capture Manager
· SME(s)


	22
	Develop Detailed Outline:

· The RFP review and solution development make it possible to develop a detailed outline for the response

· This outline and the Pink Team Solution Document will guide the proposal writing to follow
	· BD Capture Manager
· SME(s)
· Proposal Writer

	23
	Develop the Pink Team Solution Document:

· This template is used to document the solution developed in Pink Team

· It includes the technical and management approach, and all graphics
	· BD Capture Manager
· SME(s)
· Proposal Writer

	24
	Pink Team Review:

· The Pink Team Phase culminates in the Pink Team Review where Management reviews and revises the solution to meet their expectations

· The BD Capture Manager chairs the Pink Team Review

· The VP of Operations must attend this review
	· BD Capture Manager
· SME(s)
· Proposal Writer
· VP of Operations

	25
	Pink Team Pricing Review:

· This is a review for Management of the ROM cost

· This is necessary for Management to see the full reality of the bid, and to address key issues of pricing strategy (and teaming) up front
	· BD Capture Manager
· CFO


	26
	Revise and Publish the Red Team Solution Document:

· The Pink Team Solution Document is updated to reflect any changes resulting from the Pink Team Review
	· BD Capture Manager
· SME(s)

· Proposal Writer

	27
	Remaining Action Items:

· The check list includes this row to provide a catch-all spot for any action items not cited in the list that must be tracked, resolved, or carried over to the next phase
	· Proposal Writer
· BD Director


4.4
Red Team Phase

In cases where an RFP does not require the development of a specialized solution, the Pink Team phase is skipped and the preparation of the first draft occurs between the White and Red Phases. The purpose of the Red Team Phase is to develop a complete proposal in draft format; and to review all content for accuracy, completeness, and RFP compliance. Exhibit 10 explains the steps in this phase of proposal development. The verbs applied to the tasks in the Red Team phase is to “refine” and “finalize.” This indicates that the details of the solution are developed and finalized.

Exhibit 10. Steps in the Red Team Phase

	Step
	Action
	Responsibility

	1
	Finalize Technical Approach:

· Using the Pink Team Solution Document (if applicable) and the storyboards, the team develops the detailed text and graphics for the technical approach 
	· BD Capture Manager

· Proposal Writer

	2
	Finalize Management Approach:

· Using the Pink Team Solution Document (if applicable) and the storyboards, the team develops the detailed text and graphics for the management  approach
	· BD Capture Manager

· Proposal Writer

	3
	Finalize Staffing Approach:

· Using the Pink Team Solution Document (if applicable) and the storyboards, the team develops the detailed text and graphics for the staffing plan to include:  recruiting, incumbent capture, retention, development, education, and benefits
	· BD Capture Manager

· Proposal Writer

	4
	Finalize Past Performance Citations:

· The past performance citations are formatted and carefully tailored to meet to RFP requirements

· The goal is to link the experience to the work required in the SOW to demonstrate an existing capacity to successfully deliver in terms of technical, management, and contractual performance
	· Proposal Writer

	5
	Finalize Resumes:

· The resumes are formatted and carefully tailored to meet to RFP requirements

· The goal is to link the skills and experience of the proposed personnel to the work required in the SOW

· This demonstrates the capacity to provide qualified and experienced personnel upon contract award
	· Proposal Writer

	6
	Refine Pricing Inputs:
· The pricing inputs developed for the Pink Team (if applicable) are refined in Red Team as the details of the solution are expanded and solidified in the proposal

· Costs for staffing, facilities and other direct costs (ODCs) need to be compiled and provided to Pricing
	· BD Capture Manager
· CFO


	7
	Refine Discriminators:
· The discriminators developed in Pink Team (if applicable) are refined in Red Team as the details of the solution are expanded and solidified in the proposal

· The number of discriminators should increase and the benefits should become more specific
	· BD Capture Manager
· Proposal Writer

	8
	Refine Win Themes:

· The win themes derived from the discriminators developed in Pink team (if applicable) are refined in Red Team as the details of the solution are expanded and solidified in the proposal

· The number of win themes should increase as they are typically written into introductory sections and closing sections
	· BD Capture Manager
· Proposal Writer

	9
	Proposal Support Team Formats, Edits, and Proofs the Complete Document:

· The proposal schedule will include a deadline for completion of content and the delivery inputs to the Proposal Support Team for production

· The Red Team draft will use a simple, draft format

· However,  all text and graphics should be edited for consistency of content and single voicing (so it looks like a single writer wrote the whole document)

· It must also be proofed and calibrated to meet page counts 

· Given a proofread and fresh look by another proposal writer 
	· Proposal Writer

· Other Proposal Writer 
· Jr. Proposal Coordinator/BD Analyst

· Graphic Designer



	10
	Publish Red Team Document:

· The Proposal Support Team must print a copy of the draft proposal for each reviewer

· This will take some time based on the number of copies required and the size, scope, and complexity of the proposal
	· Jr. Proposal Coordinator/BD Analyst



	11
	Red Team Review:

· The Proposal Writer chairs the Red Team Review

· The Red Team Review focuses on assessing:

· The completeness and accuracy of the content

· The integration of text and graphics

· The consistency and effectiveness of the themes

· All edits and comments are collected from the reviewers

· A single copy of the proposal is compiled that contains every page that has mark ups on it

· For example, if five reviewers mark up page 17, then all five copies of page 17 will be placed together in the consolidated document

· This makes it easier to track and respond to all comments received
	· Proposal Writer

	12
	Remaining Action Items:

· The check list includes this row to provide a catch-all spot for any action items not cited in the list that must be tracked, resolved, or carried over to the next phase
	· Proposal Writer


4.5
Gold Team Phase

The purpose of the Gold Team Phase is to allow DST’s President and CEO (or her designee) one final opportunity to assess the quality and competitiveness of the proposal. Minor corrections and adjustments to pricing may be made based on this assessment. Exhibit 10 explains the steps in this phase of proposal development.

Exhibit 10. Steps in the Gold Team Phase

	Step
	Action
	Responsibility

	1
	Implement Red Team Corrections:

· The proposal team uses the consolidated document to review and implement the Red Team corrections 

· A summary of corrections that are not accepted is developed so that reviewers can track what was done and why
	· Proposal Writer

	2
	Finalize and Freeze All Content:

· The proposal schedule will include a deadline for completion of content and the delivery inputs to the Proposal Support Team for production

· This deadline freezes the content for all proposal authors

· Any further changes will be mandated by DST’s President and CEO with assistance from other senior executives and the BD Capture Manager as required
	· Proposal Writer 


	3
	Proposal Support Team Edits and Proofs the Complete Document:

· The Gold Team document is the actual deliverable

· This document must be complete in every detail and ready for delivery
· The document is sent electronically to the BD Director for hand-off to the production team.
	· BD Director

· Jr. Proposal Coordinator/BD Analyst

· Graphic Designer

	4
	Publish Gold Team Document:

· The Proposal Support Team will generally print only one or two copies of the Gold Team document
	· Jr. Proposal Coordinator/BD Analyst

· Graphic Designer

	5
	Gold Team Review:

· DST’s President and CEO:

· Reviews the document in its entirety

· Assesses the overall quality of the response

· Makes minor corrections and tweaks as required

· May elect to adjust the pricing up or down based on the quality of the document

· The final corrections are documented in a single copy of the proposal and provided to the Proposal Writer
· The Proposal Writer sends the revised copy electronically to the BD Director for hand-off to the production team
	· DST President and CEO
· VP of Operations

· VP of BD

	
	Remaining Action Items:

· The check list includes this row to provide a catch-all spot for any action items not cited in the list that must be tracked, resolved, or carried over to the next phase
	· Proposal Writer


4.6
Publication Phase

The purpose of the Publication Phase is to produce a finished document, in the numbers and format required by the RFP. This is a labor-intensive task. The proposal documents must be published; carefully proofed to ensure their compliance with RFP requirements and DST’s quality standards; and then packaged for delivery to the customer. Exhibit 11 explains the steps in this phase of proposal development.

Exhibit 11. Steps in the Publication Phase

	Step
	Action
	Responsibility

	1
	Final Tweaks:

· The proposal team uses the consolidated document to review and implement the Gold Team corrections 
	· Proposal Writer
· Jr. Proposal Coordinator/BD Analyst

· Graphic Designer

	2
	Proposal Support Team Edits and Proofs the Complete Document:

· The final document is carefully proofed to ensure it is complete, accurate, and ready for delivery
	· Proposal Writer
· BD Director

	3
	Publish Final Document:

· The Proposal Support Team prints the number of copies required 

· Each document receives a final check to verify it is complete and ready for packaging 
	· Jr. Proposal Coordinator/BD Analyst

· Graphic Designer

	4
	Package for Delivery:

· The Proposal Support Team packages the proposal for delivery as required

· The RFP and the means of delivery impose requirements on packaging and labeling
	· Jr. Proposal Coordinator/BD Analyst

· Graphic Designer

	5
	Generate Delivery Receipt (if hand carried):

· The Proposal Support Team generates a receipt that is signed and time and date stamped at point of delivery by the customer
	· BD Director (if electronic delivery)
· If hand-carried, individual appointed by the BD Director


4.7
Delivery Phase

The purpose of the Delivery Phase is to deliver the proposal to the customer on time, and obtain appropriate documentation (e.g., a time- and date-stamped receipt) proving DST delivered on time. Exhibit 12 explains the steps in this phase of proposal development.

Exhibit 12. Steps in the Delivery Phase
	Step
	Action
	Responsibility

	1
	Ship, Hand-Carry, or Submit Electronically as Required:

· The proposal is delivered by courier and DST employees, and transmitted electronically as required
	· BD Director

	2
	Verify Delivery:

· Each delivery method must yield a written verification of timely delivery

· Print out any e-mails or delivery verification screens associated with electronic delivery
	· BD Director (if electronic delivery)

· If hand-carried, individual appointed by the CEO to deliver


4.8
Close Out Phase

The purpose of the Close Out Phase is to file copies of the proposal and any relevant supporting data. Exhibit 13 explains the steps in this phase of proposal development.

Exhibit 13. Steps in the Close Out Phase
	Step
	Action
	Responsibility

	1
	Complete and file this check list:

· Make final inputs to the Proposal Checklist to complete the record of the proposal

· This includes writing the summary for the Proposal Summary field at the front of the check list
	· Proposal Writer

	2
	File delivery receipt and proposal in proposal library:

· These documents are filed for reference with the VP of Corporate Administration
	· BD Director

	3
	File price proposal with VP of Corporate Administration:

· Provide a copy of the final price proposal for reference
	· BD Director


POINT OF CONTACT

The process owner for the Proposal Development Procedure is:

Sherri Rafeedie, Proposal Manager 

240-487-1445
SRafeedie@dstincorporated.com
Attachment 1 – Bid/No Bid Form






DATA SOLUTIONS & TECHNOLOGY

BID/NO BID SHEET

probability of capture  _____%

	General Information

	1.   DST POC:
	2.   Delivery Location:

	3.   Today’s Date:      /      /         
	4.   Release Date:      /      /                         ( Anticipated  

	5.   Proposal Due:        /        /        @      :        ( AM   ( PM  
	6.   Award Date:      /      /       

	7.   Is there a separate due date for information?  ( Yes   ( No

(  Past Performance   (  Pricing   ( Other

If yes, due date:      /      /       by      :       ( AM   ( PM  
	8.   Is a pre-proposal conference scheduled?  ( Yes   ( No

If yes, date:      /      /     

	9.  Base Period of Performance:      /      /         to           /      /          # of option years:   

	10.  Place of Performance:

	11.  Brief Description of Work:

	12.  Is this new work?  ( Yes   ( No

If no, Incumbent’s name: 
	13.   Is Incumbent eligible for recompete?   ( Yes   ( No      

	14.  Vulnerability of Incumbent? 

	Customer Information

	15.   Does DST have an existing relationship with the client?  ( Yes   ( No

	If yes, explain:

	16.   Agency/Client:

	17.   Program Office:

	18.   Key Players:

	a. Name:
	b. Name:

	Location:
	Location:

	Telephone#:
	Telephone#:

	19.   Have we met/marketed to the client?  ( Yes   ( No

If yes, list dates and activities:

	Solicitation Information

	20.   Sol.#:
	21.   INPUT #:

	22.   URL for Info:

	23.   Type of Solicitation:  ( Synopsis   ( RFP/RFQ  ( RFI/Sources Sought  

	24.   Contract Type:  ( Time & Materials  ( Firm Fixed Price  ( Cost Plus  ( Cost Plus Fixed Fee  ( Other

	25.   Type of Procurement: ( Sole Source   ( Full & Open   ( Unknown/TBD

Set-aside Competition?  ( Yes   ( No

If yes, type:  ( 8a   ( DAV   ( Hub Zone   ( Small Business

	26.   Estimated Contract Value:  $
	27.   Size Standard:     

	28.   Funding:  ( Yes   ( No     If yes, amount: $
	29.   NAICS Code:

	30.   Is a Capability Statement required?  ( Yes   ( No     If yes, due date:      /      /     

	Viability

	31.   What is the risk of pursuing this work?
	32.   What is the risk in executing this work?

	
	

	33.   Has DST done this work before?  ( Yes   ( No     If yes, Agency/Customer:

	34.   Have DST personnel done this work before?  ( Yes   ( No 

	If yes, describe level of expertise:     

	35.  Does this fit DST’s line of business?  ( Yes   ( No 

	36.  Will DST Prime or Sub?   ( Prime   ( Sub

If Prime, name of potential subcontractors:


	If Sub, Prime Contractor Name:



	37.   Potential competitors:

	Strengths/Weaknesses:

	38.   List number of Key Personnel:                                                        Are Letters of Commitment Required?  ( Yes   ( No                    

	39.   Resources available to write proposal:

	40.   Recommended Action:  ( Bid   (  No-Bid
	Date:       /      /       
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Attachment 3 – Master Proposal Checklist
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TASK  STATUS   PRE - RFP PHASE       Preliminary Review of  Opportunity          Obtain Customer  Background Data     Review customer’s web site      Obtain Agency’s strategic plan      Make FOIA request for the current contract        Coordinate With Division VP    (who will ow n the resulting  business)     Teaming options      Win strategies      Staffing plan      Past performance citations       Estimate Proposal Schedule     Expected RFP release date      Expected turnaround time      Expected proposal due date        Identify Critical Success  Factors        Identify Wi n Strategies        Identify Technical Approach     Summary      Features and benefits      What type of services we will provide       How we will execute these services      Deliverables        Identify Management  Approach     Organization      Org chart      Roles and responsibilities      Lines of auth ority and communication      Staffing approach      Subcontractor Management Plan        Identify  Assumptions        Identify Constraints     RFP, schedule, fiscal, or cultural       Pricing drivers       Identify Risks     Risks      Risk mitigations       Identify Past Performance  Citations         Id entify  Resumes        Identify Ghosting Issues        Identify Discriminators        Identify Win Themes         Answer “Why DST?”         Develop the  BD  Capture  Plan         Remaining Action Items    RFP RECEIVED  –   This Triggers the Proposal Development Process   WHITE TEAM PHASE  –   These are the Proposal Kickoff Tasks       Assign Proposal Team Leads     Proposal Writer      Technical Lead       Verify Status of the Bid:     CO Approval to Bid      NDA (as required)      Teaming Agreement (as required)       Distribute Copies of the RFP     Develop the RFP Distribution  List      Distribute copies of the RFP       Obtain Customer  Background Data     Review customer’s web site      Obtain Agency’s strategic plan  



[image: image5.emf]    Review the RFP        Develop the Proposal  Schedule        Develop Initial Proposal  Outline         Complete Proposal  Production Checklist         Re - Validate Bid / No - Bid  Decision          Assign the Proposal Team         Proposal Kickoff Meeting        Remaining Action Items         V P of BD and/or VP of  Operations Briefs the  Proposal Team  Sets goals and strategy:       Win strategy      Technical approach      Management approach      Staffing plan      Past performance citations       Analyze the RFP     Correlate Sections C, L, and M to:    o   Define basic proposal outl ine (Section L)   o   Identify emphasis required by evaluation criteria  (Section M)   o   Identify most critical SOW topics (per Section C)      Correlate these data to what we know about the client:   o   Identify how customer concerns are presented in the  RFP   o   Refine critical s uccess factors   o   Refine themes   o   Develop detailed outline        Issue Data Call  (if  applicable)         Develop RFP Compliance  Matrix         Define Critical Success  Factors        Define Win Strategies     




[image: image6.emf]    Define the Technical  Approach     Summary      Features and benefits      What services we will provide      How we will execute each service including:      Methodologies      Specific techniques for key tasks      Tools to be used      Workflow diagrams      Anecdotal references to where we have  applied these  approaches and methodologies before      Deliverables for each major service area      Identify the innovations in our approach      Identify how we will apply tools or systems to affect the  approach      Identify any standards, guidelines, or best practices bei ng  applied in our approach      Basis of Estimate (BOE) for Staffing      Bill of Materials (BOM) if applicable      Other Direct Costs (ODCs) such as travel and setting up  new offices       Define the Management  Approach     Project organization      Project organization chart showi ng both primary and  cross - functional (secondary) allocation of RFP work  areas      Roles and responsibilities      Lines of authority and communication      Task order management      Program tracking and reporting      Financial tracking and reporting      Reports matrix(an itemized l ist of all reports and  reviews)      Project Management Office (PMO)      Corporate Support      The following plans as required:      Program Management Plan (PMP)      Subcontractor Management Plan      Staffing Plan      Performance Evaluation Plan (PEP)      Quality Assurance Plan (QAP)      Risk  Management Plan      Communications Plan       Identify  Assumptions        Identify Constraints     RFP, schedule, fiscal, or cultural       Pricing drivers       Define Risk Management  Approach     Identify risks      Define risk mitigations       Select and Refine Past  Performance Citations         Select Staff and Refine  Resumes         Develop Major Graphics         Develop Pricing         Review Approach Against  RFP Compliance Matrix         Answer the question “Why  




[image: image7.emf]    Identify Ghosting Issues        Identify Discriminators        Develop Win Themes        Revisit Bid / No - Bid  Decision        Develop Detailed Outline         Develop the  White  Team  Solution Document         White  Team Review         White  Team Pricing Review         Revise and Publish  the  White  Team Solution  Document        Define  W riting  A ssignments        Remaining Action Items    RED TEAM PHASE   –  Finalize  the Solution/  95% to 100% Complete on Content / Present in Draft Format        Issue Data Call If Needed         Develop Storyboards and  Detailed S ection - Level  Outlines     Develop  s toryboards      Develop d etailed  s ection - l evel  o utlines      Identify and develop graphics and tables that anchor each  section       Develop Technical Approach        Develop Management  Approach        Develop Staffing Approach        Finalize Past Pe rformance  Citations         Finalize Resumes        Refine Pricing Inputs        Refine Discriminators        Refine Win Themes         Proposal Support Team  Formats, Edits, and Proofs  the Complete Document        Finalize Technical Approach        Finalize Management  Approach        Fin alize Staffing Approach         Team Reviews Draft Against  RFP Compliance Matrix         Finalize Pricing         Proposal Support Team  Formats, Edits, and Proofs  the Complete Document        Publish Red Team Document         Red Team Review          Red Team Pricing Review         R emaining Action Items    GOLD TEAM PHASE  –  Present a Complete D ocument, Ready to Deliver       Implement Red Team  Corrections         Finalize and Freeze All  Content   
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Attachment 4 - Proposal Production Checklist
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Attachment 5 – DST Compliance Matrix
	Section L
	Section M
	Section C
	Proposal Section #
	PROPOSAL SECTION TITLE/

RFP Sections L and M Text


	Page
Limits



	
	
	
	
	Volume I – Business Proposal


	

	
	
	
	
	Volume II Technical Proposal
	

	
	
	
	
	
	

	
	Eval Factor (1)
	
	
	(1) Technical Requirements. The technical proposal must include information on how the project is to be organized, staffed, and managed. Information that demonstrates the offeror's understanding of the work to be performed, management of important events or tasks, proposed methodology that includes the following:

management plan, phase-in/phase and quality control program. The offeror must also explain how the management and coordination of consultant and subcontractor efforts will be accomplished. 
	

	
	Eval Factor (3)
	
	
	(2) Corporate Experience. The technical proposal must provide the general background, experience, and qualifications of the organization. The technical proposal must contain a discussion of present or proposed facilities and equipment which will be used in the performance of the contract.
	

	
	Eval Factor (2)
	
	
	(3) Key Personnel. The technical proposal must include a list of names and proposed duties of the professional personnel, consultants, and key subcontractor employees assigned to the project. Their resumes should be included and should contain information on education, background, recent work experience, and specific scientific or technical accomplishments. The approximate percentage of time each individual will be available for this project must be included.
	

	
	Eval Factor (4)
	
	
	(4) Past Performance. The technical proposal must include specific contract references and clearly address recent related experience (both Government and non-Government), contracts, subcontracts, and grants.  The offeror should include the name of the customer, including contracting agency, address, and phone number; contract number, type of contract, and dollar value; date of contract, period of performance, and place of performance; and a brief description of contract work scope and responsibilities.
	

	
	
	
	
	VOLUME III – Price Proposal
	

	
	
	
	
	a) Price proposals must generally adhere to the pricing structure established in Section B, Schedule of Prices.

Each offeror's price proposal must be based on the offeror's own technical proposal, the Government's specifications, and other contractual requirements. If the prices to be used are based on a published price list, or catalog, the offeror shall so state, and provide a copy of the document with their price proposal. If the prices are to be based on established market price, not otherwise published, or are prices applicable only to the proposed contract, the offeror shall so state. 
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