2.0 Roles and Responsibilities

Exhibit 5: DST Business Development Organization shows the organization of the Business

Development group.

Exhibit 5: DST Business Development Organization

2.1 Executive Management

The role of Executive Management is to drive the Business Development process by providing

synergy between efforts and deploying corporate resources across a broad range of business

units. This includes:

 Developing an integrated business strategy

 Maintaining focus on strategic company objectives

 Selecting product/market segments

 Developing strategic alliances

 Building resources and capabilities (Corporate Mission Statement)

 Prioritizing new business opportunities

 Appointing the Executive Manager, Capture Manager, and Solution Architect

 Making bid/no-bid decisions

 Providing guidance on the solution, the sell, and the proposal
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The Executive Vice President is the driving force behind the Business Development

organization. He or she develops the strategies necessary to meet or exceed the company revenue

goals, including identification of the vertical market or agencies to penetrate. Activities include:

 Defining marketing objectives (Strategic Business Plan)

 Developing/implementing the marketing campaign

 Identifying customer needs and preparing plan of action

 Reviewing and validating the bid decision

 Initiating capture strategy

 Initiating teaming relationships

 Attending/supporting the proposal readiness review

2.2 Capture Manager

Formulates and implements strategy for capturing the business. Determines customer needs and

solutions, formulates the sell, and focuses resources to win business. The Capture Manager

tracks opportunities from the bid decision through proposal development and delivery. Activities

include:

 Developing an understanding of customer wants, needs, and direction

 Managing the opportunity from the decision to pursue

 Documenting, maintaining, and refining the capture strategy (Capture Plan)

 Conducting competition analyses

 Delivering a Capture Plan for presentation at Bid/No-bid decision meetings

 Obtaining subcontractors and/or consultants as appropriate

 Managing interfaces with and dealing with the customer

 Participating in customer meetings/briefings

 Expanding customer contacts and gathering intelligence

 Advising the Proposal Manager on themes, storyline, and approach

2.3 Business Developers

 Creates and builds client relationships while sponsoring interaction to obtain projects

 Assists in developing and facilitating the proposal process for specific clients/sponsors

including budget and pricing development, proposal writing, contract negotiations, and

client presentations

 Establishes and maintains on-going client relationships with the various parties to

anticipate and resolve potential problems

 Participates in site visits

 Researches, meets with and speaks to potential teaming partners and incumbents on

existing contracts

 Makes informed recommendations to management based on the meetings and research

conducted
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 Assists in formulating standard/routine proposals in conjunction with team members and

various functional groups

 Assists the Business Development team in developing project plans, defining roles and

responsibilities and the scope of work for each project with input from sponsors, project

leaders, principal investigators, and functional groups

 Drafts the narrative that ties the project components together and package and assist in

presenting the proposal to the sponsoring agency

 Communicates back to internal groups the outcome of the negotiations/proposals

focusing on conveying the expectations set forth for each group i.e. clear details, critical

timeframes, and expectations

 Assists in other Business Development activities (i.e. proposal modifications, “out of

scope” recommendations, etc.)

2.4 Business Development Director

The Business Development Director ensures effective and efficient coordination of the business

Development team throughout all phases of capture and proposal development. Activities

include:

 Liaising with Division VPs for SME writing support

 Working with the CFO to complete the pricing proposal

 Liaising with Human Resources to obtain staffing resources

 Coordinating communications with team partners and consultants

 Coordinating the development of capture plans, proposals, and schedules

 Managing the Business Development library

 Distributing and updating RFP and amendment documents

 Custodial care of folders, files, and writing inputs

2.4 Proposal Manager

Manages and directs the development of the proposal document. Presents the solution and sell in

a manner to convince the customer to select our solution. Manages and organizes the entire

proposal development proposal process by:

 Developing the Proposal Kickoff briefing package

 Planning proposal layout and ensuring compliance

 Preparing the proposal schedule, outline, page budgets, and compliance matrix

 Submitting questions to the customer and managing customer Q&A responses

 Conducting kick-off meetings and theme meetings

 Planning and scheduling proposal review meetings

 Working with the Capture Manager to develop strategy, themes, discriminators

 Establishing proposal standards, templates, formats, styles

 Reviewing author material

 Managing final preparation of the proposal for delivery
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2.5 Business Development Analysts

The Business Development Analysts supports the Business Develop Director and the Proposal

Manager throughout the entire proposal process. Entails performing competitive analyses,

gathering market information, past performance, resumes, and other research in support of the

business development team mission. Activities include:

 Preparing the Pipeline Tracking Report

 Attending bidders’ conferences as needed

 Executing special marketing intelligence reports

 Providing production support as needed

 Interfacing with the Web designer and Graphics Designer

 Maintaining the contact list and distributing updated proposal schedules

 Preparing war rooms for proposal team meetings and proposal reviews

2.6 Proposal Writers

The Proposal Writer is accountable to the Proposal Manager to produce compliant, meaningful,

professional, high quality, and cohesive proposals to RFP/RFI/RFQ requirements. The goal is to

develop the best representation of DST capability to the customer. 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:

 Developing proposal outlines

 Drafting proposals

 Collaborating with BD Analysts and Capture Manager on proposal business intelligence

information, win themes/storyboards/strategy

 Attending bidder’s conferences as needed

 Providing communication as needed to the BD Analysts for production support

 Performing Preliminary Book Check for compliance

 Performing initial Quality Assurance check on proposal documents

2.7 Graphics Designer

Responsible for designing and producing professional proposal covers. The Graphic Designer

supports proposal writers by designing graphics that complement the proposal text. He/She

produces the number of covers required, burns and labels CDs, produces box labels. Other

activities include:

 Checks proposals for format consistency and the placement of graphics

 Prepares graphics and illustrations

 Maintains the graphics repository

 Performs proposal and publications final print and binding
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 Copies the proposal onto CDs as necessary

 Applies cover art, prints box labels, and prints CD labels

 Designs and lays out brochures and marketing materials

 Produces DST capability statements and briefings

 Produces news letters and summary sheets

2.8 Web Designer

The Web Designer develops, implements, and maintains the DST Web site and Business

Development portal solutions as required. Activities include:

 Implementing the requirements of Section 508 of the Rehabilitation Act to comply with

technology accessibility standards

 Ensuring that the content of DST website is kept updated and current

 Working with DST staff and customers to provide required functionality of portals

 Supporting customer websites

2.9 Subject Matter Experts (SME)

Upon request from the SME analyses the requirements, determines the technical approach, and

writes the technical response to the requirements. The SME writes specific solutions of who,

what, when, where, and why using the six “M’s” of money, manpower, methods, machines,

management, and measurement to address the technical issues. The SME will usually take the

lead of the Technical Volume of the proposal. SME responsibilities include:

 Assess customer needs, prepares RFI responses and white papers

 Analyze the RFP and Statement of Work

 Identify potential solutions

 Present pursue and bid/no-bid recommendations

 Maintain an integrated, total system solution (technical, management and cost)

 Guide and refine the technical solution during proposal development
