
“Simplify Your Proposal Process 
to Increase Wins”

Speaker: Michele Atkinson, 
Managing Partner/Proposal Writer



SAFETY FIRST!
Please take note of the exits in 

case of an emergency. 



Thank You to Our Sponsors!

SILENCE PLEASE!
Please silence your mobile phones.



“When I grow up… 
I want to be a federal proposal writer!”

– no child ever. 



The most important part of any proposal is… 

Your audience!



Focus on the Outcome, Not the Process

More complex does not always mean better.



LEARNING OBJECTIVES

1.    Use the Basis of Award to frame your approach 
2.    Gain proposal development tools that can be used 
immediately.
3.    Learn how to use the RFP to develop a simple 
proposal outline.
4.    Improve capture strategies for small businesses. 



LEARNING OBJECTIVE 1: 
Use the Basis of Award to frame your approach.
• Know your audience
• Know the evaluation criteria
• Learn how to predict your technical rating



Know Your Audience and SPEAK TO THEM

• What do they want?
• What do you have that 

meets their needs?
• Use their own language.
• Tell them what they want 

to hear. 



Basis of Award Determines Your Approach

LPTA Best Value

Price is most important Technical is most important

Aim for “Acceptable” Aim for “Outstanding”

Meet all RFP requirements Exceed all RFP requirements

“Above & beyond” not necessary “Above & beyond” desired

Criteria is black & white Criteria can be interpreted



Best Value: Visualize the Basis of Award

• Understand what is most 
important

• Visualize the ranking of 
factors



Ranking of Factors in Best Value
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Best Value: Predict Your Past Performance Relevancy Rating



Best Value: Predict Your Performance Confidence Rating



Best Value: Know How to Write an “Outstanding” Proposal



Lowest Price Technically Acceptable
You either Pass, or you Fail

Keywords: “clearly meets”

Lowest Price   +   Clearly Meets Technical Requirements   =    Winning Proposal



LEARNING OBJECTIVE 2: 
Gain proposal development tools that can be used 
immediately
• Project Relevancy
• Resumes
• Proposal Schedules
• Asking RFIs



Relevancy Matrix
• Handouts: 

www.cavalryconsulting.com/sbs/
• Use Matrix at kickoff to identify 

the best projects to use in the 
proposal

• Use exact criteria for evaluation, 
incorporate key words from RFP 
sections L and M

https://www.cavalryconsulting.com/sbs/


Resumes
• Standard company resumes should be used as a starting 

point (not submitted)
• Tailor each to match the exact requirements of the RFP
• Set up resume so evaluators do not need to make any 

assumptions or do any math
• Show total months of experience for each project
• Provide sum of experience shown in total months/years if 

necessary
• Never assume that the Owner knows your firm or 

personnel, include every detail
• Aim for ease of evaluation



Resume Example
• Handout



Proposal Schedules

• Work backwards from the 
deadline, starting with 
delivery. 

• Plan final review a few 
days prior with time to get 
in edits and print. 

• Put critical items in 
schedule, like bid bond.

• Create a shared calendar 
for the proposal and add 
all deadlines on it, so 
everyone has them on 
their calendar too. 

• Include all deadlines for 
reviews, RFIs, meetings, 
etc.



Asking RFIs



LEARNING OBJECTIVE 3: 
Learn how to use the RFP to develop a simple proposal 
outline.
• Your outline should be the MOST simple part of your 

proposal, it’s already been set up for you!



Subheadings:
• Home Office Resources
• Construction Team Participation
• Construction Activities Problem Avoidance
• Schedule Delay Avoidance
• Mitigation Techniques, etc…

Example: Breaking out Subheadings



Don’t Go Overboard on Design

Hint: Better qualifications increase your chances of winning, 
not prettier proposals. You don’t want to look like you are 
trying to overcompensate for lacking credentials. (The SSEB 
sees through that!)



LEARNING OBJECTIVE 4: 
Improve capture strategies for small businesses 
• By the time you say YES to an opportunity, you should be 

confident you can win it; not just that you want it.
• If it’s not simple and easy to match your qualifications to an 

RFP, you first need to reevaluate your capture process.



Capture Tools – CRM Example



• Always get a debrief, and learn from them
• Always submit responses to sources soughts, and 

make sure you are tailoring them like your proposals. 
Submit with a teaming partner if necessary to qualify.

• Ask lots of questions! 

Get out from behind the screen - Proposal 
writers/managers should be in the industry, at SAME 

events learning first-hand what owners want.

Final Thoughts 



Thank You



Q&A & FEEDBACK
Please speak up when asking questions.


