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1PROSPECT

TECHNOLOGIES




Proposal Management Process
	Scope:
	This process applies to all proposals written on behalf of the company.


	ISO Standard Compliance:
	6.1.1 – Identify Risks and Opportunities to be Addressed

	
	6.1.2 – Plan, Implement and Evaluate Identified Risks and Opportunities

	
	8.1 – Operation Planning and Control

	
	8.2.1 – Customer Communication

	
	8.2.2 – Determining the Requirements for Products and Services

	
	8.2.3.1 – Conduct Review prior to Committing

	
	8.2.3.2 – Retain Documented Information

	
	8.5.1 – Control of Production and Service Provision

	
	8.5.5 – Post-Delivery Activities  

	
	9.3.2 – Management Review Inputs

	
	9.3.3 – Management Review Outputs


	End State:
	Establishment of operation planning and controlling, requirements for products and services, and the design and development of products and services to ensure customer satisfaction and meet the QMS objectives.


	Policies

	1.
	The submitted proposal is the finalized document which explains to the customer how the work will be executed if awarded. The award signifies that our product and service requirements and design and development processes, written in our proposal have been accepted by the customer and that is how the effort will be executed. 

	2.
	Characteristics of the products and services (activities) as well as the results to be achieved and delivery requirements are outlined in the submitted proposal.

	3.
	SalesForce, an online company database will also be used but not as a standalone system at this time, however, information can be found there as needed relating to our outsourced BD Department.


	Monitoring and Measuring

	1.
	Awards

	2.
	Losses

	3.
	Type of Loss (price, technically unacceptable, etc.)


	Forms

	1.
	Sales Force, Pipeline report


	Documented Information

	1.
	Sales Force

	2.
	Performance Work Statement (PWS) and/or Solicitation with all attachments (if applicable)

	3.
	Emails from the customer concerning the PWS or Solicitation

	4.
	Questions and Answers (Q&A) documents and Emails with the customer concerning the Q&A

	5.
	Proposal Draft Versions and attachments (if applicable) to include internal pricing

	6.
	Proposal Reviews and/or any other review materials documenting the review

	7.
	All final proposal submission documents

	8. 
	Teaming Agreement

	9.
	Non-Disclosure Agreement (NDA)

	10.
	Proposal Tracking Sheet

	11
	Opportunity’s Requirement Review Checklist


	Outsourced Components

	1.
	Contracts Department

	2.
	Business Development Support Team

	3.
	Pricing Department

	4.
	Proposal Manager


	Proposal Management Process

	#
	Activity
	Responsibility
	Record

	1.
	Company General Manager (GM) receives an opportunity, and can place it in any of the 3 out 4 opportunity stages at any time.
The first stage is the Identification Stage- Opportunities in this stage may have a low P-win and have little to no intelligence surrounding the opportunity.
PBDC-BD does not need to be notified at this stage and no reporting is done at this stage.

Opportunities in the Identification stage can be marked cancelled if the requirement no longer exists, or can be deleted from Sales Force by the General Manager.
	· GM

	· PWS

· Solicitation
· Sales Force

	2.
	The second stage of the capture stage is known as the Qualification stage.
In this stage opportunities may have a low P-win, but unlike the identification stage, there is a chance for growth with the opportunities P-win rating, due to customer interaction and more intelligence being available for the opportunity.  The Qualification stage would also include Subcontract opportunities where a subsidiary is being approached by a Prime, but no agreements have been finalized. 
PBDC-BD must be notified via email, phone, text before a GM places an opportunity in the Qualification stage.

Opportunities in the Qualification stage will be included in the Pipeline reports to the PBDC-Board or PBDC Corporate.
Opportunities in the Qualification stage can be marked cancelled if the requirement no longer exists, or can be deleted from Sales Force by the General Manager, after giving notice to PBDC-F BD via phone call, email, or text.
	· GM

· PBDC-BD


	· Sales Force
· Pipeline Report

· email

	3.
	The third stage is called the Capture stage.  Here opportunities are considered to have reached their full potential before a final RFP and proposal are submitted.  The following opportunities can be submitted to the Capture stage automatically.  Pre-sole source, Subcontract with a ratified TA, and Non-Service Contract (Construction & Manufacturing) Opportunities.  
Opportunities must have a capture score of 75% or higher on their capture scorecard to be add to the Capture stage.
The capture scorecard consists of four categories Capability, Recruiting, Relationships, and Disqualifiers.  The GM will apply what they feel is the appropriate score to each category, then Sales Forces will automatically generate the Capture Score.  If the score remains below 75% the opportunity will remain in the Identification or Qualification stage until a score above 75% is reached.
Opportunities in the Capture stage will be included in the Pipeline reports to the PBDC-Board or PBDC Corporate.
Opportunities in the Capture stage can be marked cancelled if the requirement no longer exists, or can be deleted from Sales Force by the General Manager, after giving notice to PBDC-F BD via phone.
These opportunities may also be downgraded to the Qualification or Identification stage at any time by the General Manager, after giving notice to the PBDC-F BD via phone call. 
	· GM

· BD


	· Sales Force
· Pipeline Reports 

	4.
	The Proposal stage are opportunities that have been released by the Government as a final solicitation.  Opportunities in the proposal stage also include sole source opportunities and sub-contractor opportunities with a ratified TA that are post-solicitation.  General Managers must complete the Bid No Bid sections in Sales Force and a “Bid” decision must be made prior to moving an opportunity into the “Proposal” stage.

Opportunities marked proposal will progress to the “Pending” stage once a final proposal or quote has been submitted to the Government and an evaluation process has begun.

If the opportunity is marked a “No Bid” or subsidiary no longer qualifies/lost interest in the opportunity an explanation must be included in the opportunity notes section, written by the General Manager and labeled “No Bid”. 
Teaming Partners have been identified at this point for the opportunity. 
The PBDC-F BD must be notified by phone if a “No-Bid” decision is made.

Opportunities in the Proposal stage will be included in the Pipeline reports to the PBDC-Board or PBDC Corporate.
	· GM

· BD
	· Pipeline Reports

· Sales Force

	5.
	Pending stage- Are opportunities that are post-solicitation, been submitted as a proposal or evaluation to the Government and is in the evaluation phase.
GM’s move opportunities into the “Pending” stage once a proposal/quote has been submitted to the Government.

Opportunities marked as pending will be included in on Pipeline report to the PBDC Board or PBDC Corporate.

Opportunities awarded to the subsidiary will move into the Won phase.

Opportunities not awarded to the subsidiary will move into the Loss phase.

PBDC-F BD resources are available for evaluations, negotiations, or further communications from the Government in regard to the opportunity.

Opportunities can be marked cancelled if the requirements no longer exist, after giving notice to PBDC-F BD via phone call
	· GM
· BD
	· Pipeline Reports
· Sales Force

	6.
	If the opportunity is a “Bid” the Proposal Manager will send out a link to the Opportunity’s Requirement Review Checklist.  Each department will be required to review the final solicitation, complete their sections within the checklist, and notify the BD team of any potential issues with final solicitation.  If any disqualifiers are found Proposal Manager will call a meeting to discuss a potential way forward.
The Sales Force form helps identify & evaluate any risks that may be in the opportunity requirements.  The Sales Force form includes a section where the GM can identify the partner that will be used to complete this job opportunity, if a partner is indeed needed.
A Bid No Bid decision can be overruled by the PBDC- F President.  All Bid no Bids will be signed by the PBDC-F President or Sr. Vice President.
	· Proposal Manager
· BD support staff
	· Requirement Review Checklist
· Sales Force

	7.
	PBDC-F BD will keep all submitted BNB emails on the shared drive in the subsidiary folder.  The GM will also set up a Proposal folder to file all documented information.
	· BD

· GM
	

	8.
	Proposal Manager will establish proposal schedule, develop proposal requirements outline and templates and distributes them to the BD Support Team.
	· Proposal Manager
	

	9.
	Proposal Manager facilitates a proposal kick-off meeting with the General Manager, Pricing Manager, and any attendees from the BD support department if required.  Along with any Teaming Partners that were identified in “Sales Force”

	· Proposal Manager

· Pricing Manager

· GM

· BD Department
	· Kick-off meeting outline

	10.
	The Proposal Manager will work with GM to begin the development of the proposal by creating a proposal template which meets the requirements of the PWS or Solicitation for proposal submission.  Input is provided by the BD support team if necessary.  

If clarification is required, the Proposal Manager will create a Questions and Answers (Q&A) document (in word format) for submission to the customer. The GM will submit the Q&A document to the customer and cc all other personnel involved in development of the proposal. 

This process could go on throughout development of the proposal until full clarification is acknowledged or until the customer determines no more Q&A will be allowed.
	· GM

· Proposal Manager
· BD Support Team
· Contracts Department
	· Q&A Document

	11.
	Pricing Manager works with General Manager to develop pricing.  Input will be provided by the BD support team if necessary
	· GM

· Pricing Manager
	

	12.
	Proposal and pricing review are held with members from the subsidiary and BD Support team.  Review input is incorporated into the proposal draft.

1. Requirements for the product or service.
2. Design and Development (D&D) processes, documents, and resources needed to provide the product or service to the customer.

3. Items required for product verification/acceptance of the product or service.

4. Identification of risks and risk mitigation plans in providing the product or service (contingency actions if applicable).
5. Requirements for a Quality Control Plan (customer feedback, customer property).
6. How communications will be executed with the customer.

7. Applicable statutory and regulatory requirements.

8. D&D Processes: Planning, Inputs, Controls and Outputs are all identified and written to in the proposal specifically to the product or service being requested by the customer (e.g. instruction, training developing, staffing)  

Once the inputs/writing are complete the GM will submit the completed proposal to the Proposal Manager.
In addition to the proposal input/writing the GM will provide the Pricing Department with labor and/or workforce estimates as well as any additional identified costs (e.g. travel).

The GM will also identify and external providers needed for the effort and communicate the need to the Contracts Department so that Non-disclosure and Teaming Agreements can be completed by the external provider.

 The input/writing process could go back and forth for updated information as the Proposal Manager finalizes the proposal for submission.
The PWS or Solicitation specifically states the requirements to meet the customer’s needs/requirements.

The PWS or Solicitation specifically states all required statutory and regulatory requirements applicable to the product.


	· Proposal Manager

· Pricing Department

· BD Support Team

· GM

· Contract Department


	· Proposal Template (all volumes if applicable)

· NDA and Teaming Agreements (if Applicable)

	13.
	The Pricing Department compiles all information provided from the GM and formulates an Internal Price Proposal Draft.  If applicable, the External Provider will provide pricing information to our Pricing Department for input. The Pricing Department prepares it for review by all applicable personnel involved. 

The Pricing Manager sets up a conference call review with (Green Team) to evaluate the final proposed price and all pricing elements for reasonableness, profitability, competitiveness, and alignment with company pricing policies. With the consent of the Chief Financial Officer (CFO).
The Pricing Department takes the information gathered during the Green Team review and updates the Internal Price Proposal Draft as required.

The Pricing Department sets up a conference call review (Red Team) to finalize the Price Proposal for submission.

Once complete the Pricing Department emails the finalized Price Proposal to the Proposal Manager.


	· Pricing Manager
· GM
	· Internal Pricing Documentation

· Finalized Pricing Documentation

· External Provider Pricing

	14.
	The Proposal Manager compiles all parts of the proposal and it then becomes a Draft Proposal. The Proposal Manager prepares it for review by all applicable personnel involved. This includes all Draft Proposal Volumes (if applicable). 

The Proposal Manager emails the Draft Proposal to all personnel included in the development of the proposal for a team review to ensure it meets the requirement for the requested products or services. To include:

1. Requirements specified by the customer, including the requirements for delivery and post-delivery activities.
2. Requirements not stated by the customer, but necessary for the specified or intended use.
3. Requirements specified by our company.
4. Statutory and regulatory requirements applicable to the products or service.
5. Contract requirements differing from those previously expressed.
6. Risks and risk mitigation plan effectiveness (if applicable).
Once all reviews are completed the Proposal Manager has received the finalized pricing for the Pricing Manager the proposal documents, including pricing deliverables provided by the Pricing Manager and then facilitates the proposal production.

Some proposals require only a technical and pricing response but some require a technical, past performance and pricing response specifically labeled as separate volumes. We follow the instructions for submission provided by the customer within the PWS or Solicitation but our process does not change.
	· Proposal Manager

· GM

· Contracts Department

· BD Department

· Any other applicable personnel involved with development of the proposal.
	· Proposal Drafts (all volumes if applicable)

· Finalized Proposal Submitted

	15.
	Once the Proposal Manager has finalized the entire proposal for submission it is submitted to the GM for signature.  The GM submits the proposal electronically to the customer and will Courtesy Copy the Proposal Manager and Contracts department.
	· GM
	· Finalized Proposal
· Email of submission to customer

	16.
	Submission may be electronically only or hard copy only or both. We follow the instructions for submission provided by the customer within the PWS or Solicitation.

If hard copy submission is required, the Proposal Manager prepares the proposal volume or volumes by printing and binding and preparing a box for shipment—as well as shipping the box to the customer. 
	· Proposal Manager
	· Finalized Proposal 
· Shipping receipt.

	17.
	The GM awaits notification of an award (win) or a loss.

If the work is awarded the GM prepares for Contract Management.

If the proposal is lost the GM request a debrief from the customer on the reason for the loss.
	· GM

· Contracts Department
	· Email of award (win) or loss

· Debrief

	18.
	The GM closes-out his respective Proposal Folder containing all documented information and moves it to either an active contract file (win award) or stores it for safekeeping (loss) should a GM or auditor request to view the documented information at a later date.

The GM will update the Proposal Tracking Sheet.
	· GM


	· Proposal Tracking Sheet


	Proposal Management Process Sequence of Interactions

	Contracts Department
	

	GM
	

	Proposal Manager
	

	Pricing Department
	

	BD Department
	

	External Provider (if applicable)
	


Sends No Bid Letter to Customer





Receives a RFP or an opportunity is identified





Starts Award documentation and SubKs (if applicable)








Sends NDA and Teaming Agreement to External Provider (if applicable)






































Review proposal for conformance to the requirements 








Reviews opportunity and completed Bid or no Bid Form





Asks Q&A if applicable 





Requests Debrief








Loss








Award








Submits Proposal








Files Documentation 





Update Tracking Sheet 





Provides input/writing and validates product or service requirements





Finalizes Proposal





Develops the proposal timeline and assigns responsibilities. 


Creates the Proposal Template. 





Develops pricing 





Conducts Pricing reviews and finalizes pricing  





No Bid








Bid








Provides a Bid or No Bid answer to the submitted form





Submits NDA and Teaming Agreement to Contracts Department





Reviews Requirements





Provides input to the GM if needed





Submits Pricing
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