PROPOSAL OPERATIONS

CHECKLIST

Increase your chances of winning with this tool.

Assess how well the proposal operations function is serving your organization!

OPPORTUNITY IDENTIFICATION AND TRACKING

O
O

Is someone within your team designated to monitor Government sites such as FBO for potential opportunities?
Do your pipeline reviews include individuals involved with proposal operations?

Do you have formal reviews for each opportunity to determine its fit with your strategic plans and to make formal
“GO/NO GO” decisions (i.e., “gate reviews”)?

Is there a formal hand-off between your Capture/BD function and the Proposal function, and when does that

hand-off occur in the cycle?

RESPONSE PREPARATION

O

O
O
O

o o

When working with a draft RFP, do you treat it as formally as you treat the final RFP?

Do you staff your response effort prior to the solicitation release or wait until the release date?

Do you prepare a compliance matrix (sometimes called a requirements matrix) for every proposal regardless of size?
Do you manage your proposal process as a project with a project plan and a schedule based on activity
interdependence?

Do you prepare a formal proposal management plan for each response?

During the proposal response period, are SMEs dedicated to the response effort?

Do you typically assign your program/project manager for the work to be performed prior to the RFP being release or
early in the response process so that they may provide input into the response?

Do you have a style guide for use by the response writers to ensure consistency with corporate brand standards as
well as grammar and phraseology?

Do you maintain a list of commonly used acronyms within your organization and industry?

Do you have a formalized approach for collaboration or a collaboration tool that allows you to maintain version
control for your response?

Do you maintain a graphics library to maximize the potential for reuse across all your responses?
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REVIEW PROCESS:
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Does your organization conduct at least two reviews for each response?

What are the major considerations for each of the reviews held?

Where in the review process do compliance and responsiveness first get evaluated?

Do you hold formal in-briefs for each review?

Does your review process provide for an audit trial of comments so that each review team understands the issues

identified by previous team(s) and how they were addressed?

POST SUBMITTAL ACTIVITIES:

O
O

Do you regularly request debriefs when you have a successful or unsuccessful proposal effort?

Do you regularly hold “lessons learned” sessions for each proposal effort?

Do you hold “post mortems” for each unsuccessful effort to determine what problems there may have been
with the response?

If you conduct post mortems, are they conducted by independent employees, a third party, or by your
Quality organization?

Are there formal closeout procedures for each response to include archiving of all the response-related data?

Do you have formal metrics that are tracked and retained for each effort?
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