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Dos and Don’ts

Do

· Focus on what the customer wants

·   Keep your proposal simple, short and to the point

·   Run the proposal like a project

·   Pay attention to the proposal budget, scope and schedule

·   Make people's resumes relevant

·   Make sure examples of relevant experience are recent

·   Ask people's permission before using them as a reference

·   Involve partners/subcontractors/other offices as early as possible

·   Involve your company's management early and throughout the proposal

·   Make sure your price and rates account for escalation

·   Allow enough time for:


Your company's approvals process


A once-through review of the complete proposal


Typing, revisions and binding

·   Have a back-up plan for all electronic material

·   Be open-minded.  Accept people's ideas and criticisms

Don’t

· Assume you know what the customer wants

· Put in lots of boiler plate

· Send company manuals

· Show large complicated organization charts

· Put in long resumes

· Use abbreviated terms

· Spend too much time filling out questionnaires

· Choose complicated formats or styles 


 You will not have the time

· Forget all the “non-technical” parts you need to answer
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