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Discussion Topics 

Managing the Process 

• Being selective about pursuits 

• Planning the process 

• Putting together a team 

Skills Building 

• Writing and editing 

• Text, graphics and white space 

• Organizing your resources 



Selecting Pursuits  - The Go, No-Go 

Process 



What are hot buttons – goals, fears and aspirations? Who is driving the project? Where is the money coming 

from? Who will the decision makers be? What kind of fees are they expecting to 

pay? What other firms have they worked with and what’s gone well or poorly? In other words… what will win the 

job? What has the client built before? Who designed and built it? What were the results? Who is the 

competition?  How do you compare to the competition? Have they worked with the client? Was it positive 

or negative? Have they worked with others involved in the project? Who wrote the RFQ/RFP? Was it you? Who 

else has received it? Is someone “wired”? What are key issues in RFQ/RFP? How important is fee? Experience? 

What are project-specific issues? Do you truly understand them? Is the project funded? Where’s the 

money coming from? Who are your references? Do they know the client/project? Have you visited the site? Have 

you visited abutters? Have you talked with local officials? What is the format of the proposal? What are client’s 

key issues? What prior proposals has the client liked? How much boilerplate? Who will be reading it? What is 

the fee structure? Can you be profitable with this fee? What are competitors’ typical fees? How 

important is fee to client? (They just might tell you it is not important – do not believe this for a moment!) Who 

will be attending the interview? How many people? Who makes the selection? Do you know the 

decision maker(s)? Who does? What about their background? What are their roles in the project? What does the 

“scoring sheet” look like? Do you know the other players/stakeholders? What about technical 

challenges? Can you address community concerns? Are there environmental issues?  Have you seen the 

space? Can you choose where you sit? Can you choose where client sits? What about A/V? Web access? Do 

you need a screen? Can you control lighting? Sunlight? When will you present? Do you have a 

choice? When do you want to present? First? Just before or after lunch? Last? Is PowerPoint best? 

Boards? How long is the presentation? Is the timing strict or relaxed? Who does the 

client want to hear from? Who will ask questions of you? To whom will you ask questions? Is Q&A a two-way 

street? Who should contact whom? When do you follow up? What can you ask? Follow up 

whether or not you win! Who will tell you the results? 



Before the Strategy Meeting 

• Outline the content, 
working from the RFP 

• Prepare a list of questions 
– Specific questions about the 

RFP 
– Revisit go/no go questions to 

assess or confirm your firm’s 
position and messages 

• Prepare a list of potential 
resources for the proposal 
– Team members 
– Relevant project experience 
– Images/graphs/diagrams 
– Unique services or processes 



Build Professional Relationships 

• Find firms with federal 
experience  

• Use publicly available 
databases 
– www.fbo.gov 
– www.fdps.gov 

• Network, network, 
network! 

• Build a team or subcontract 
with an experienced firm 
 
 

http://www.fbo.gov/
http://www.fdps.gov/


 



Proposal Strategy Meeting 

• Develop a winning strategy 
and key messages 
– Respond to the evaluation 

criteria in RFP 

– Focus on information gleaned 
through your pre-proposal 
positioning 

• Focus message on the client  

• Establish work assignments, 
milestones  



Building Internal Relationships 

• Strong internal team is the 
foundation of a good proposal 
effort 

• Respect time and talents of all team 
members 

• Understand the role of each team 
member - set expectations 

• Promote good communication and 
information sharing 

• Clear division of responsibilities 

• Proactive involvement in the 
process, rather than reactive 



Building Your Resources 

Production Resources 

• Capabilities and 
limitations for 
production, information 
retrieval, archiving and 
printing 

• Templates and styles for 
proposals, covers, tabs, 
project sheets, etc. 

http://www.google.com/url?sa=i&rct=j&q=&esrc=s&frm=1&source=images&cd=&cad=rja&uact=8&ved=0CAcQjRw&url=http://www.robcottingham.ca/cartoon/archives/greatest-hits-business-and-work/&ei=_tVLVYSlMYGWyASko4CQBg&bvm=bv.92765956,d.cGU&psig=AFQjCNFSAwVTE2lQ0Nv9m8uDzmxsW9mQ3Q&ust=1431119512841677


Proposal Writing 

• Answer questions 
directly – the shorter 
the better and avoid 
jargon 

• Put yourself in the 
client’s shoes 

• Follow the format of 
the Request for 
Proposal 

 

 

 

http://www.google.com/url?sa=i&rct=j&q=&esrc=s&frm=1&source=images&cd=&cad=rja&uact=8&ved=0CAcQjRw&url=http://marcscottvoiceover.com/6-tips-for-writing-a-great-audition-proposal/&ei=S9ZLVbTvFJeiyATIy4GYBg&bvm=bv.92765956,d.cGU&psig=AFQjCNFSAwVTE2lQ0Nv9m8uDzmxsW9mQ3Q&ust=1431119512841677


Proposal Writing 
• Substitute text for 

infographics where 
possible 

• Avoid boilerplate 
 



Cover Letters 

• Write First!   

• Identify your key 
points/differentiators 

• Convince the reader 
that nothing 
compares to you 

• Be succinct 

http://www.google.com/url?sa=i&rct=j&q=&esrc=s&frm=1&source=images&cd=&cad=rja&uact=8&ved=0CAcQjRw&url=http://www.fanpop.com/clubs/sad-songs/articles/54443/title/nothing-compares-sinead-oconnor&ei=T-FLVdiJFMH2yQSl0IDgBg&bvm=bv.92765956,d.cGU&psig=AFQjCNGAycC40UWJbIImFRzA_YgreKhU-w&ust=1431122625892570
http://www.google.com/url?sa=i&rct=j&q=&esrc=s&frm=1&source=images&cd=&cad=rja&uact=8&ved=0CAcQjRw&url=http://www.fanpop.com/clubs/sad-songs/articles/54443/title/nothing-compares-sinead-oconnor&ei=T-FLVdiJFMH2yQSl0IDgBg&bvm=bv.92765956,d.cGU&psig=AFQjCNGAycC40UWJbIImFRzA_YgreKhU-w&ust=1431122625892570
http://www.google.com/url?sa=i&rct=j&q=&esrc=s&frm=1&source=images&cd=&cad=rja&uact=8&ved=0CAcQjRw&url=http://www.fanpop.com/clubs/sad-songs/articles/54443/title/nothing-compares-sinead-oconnor&ei=T-FLVdiJFMH2yQSl0IDgBg&bvm=bv.92765956,d.cGU&psig=AFQjCNGAycC40UWJbIImFRzA_YgreKhU-w&ust=1431122625892570


Experience Lists 

• Only use relevant 
projects 

• Highlight the 
similarity between 
the proposed 
project and your 
project 

 



Resumes 

• Highlight individual accomplishments on a 
project 

• Keep short and sweet 
 



Fatal Flaws 

• Confusing organization 

• Inadequate depth/capacity 

• Unclear roles and responsibilities 

• Not following the RFP outline  

• All questions not clearly answered 

• PM with little/no experience in Fed work 

• Project resume is too old (more than 5 
years) 



Always Schedule a Debrief 

• Do it whether you win or lose 

• Face to face is best if possible 

• Make sure to do it within the 
FAR required timeframe 
(typically 48 hours after 
notification of not selection) 



Writing and Editing 

What is good writing? 

– Simple and direct 

– Active, not passive (verbs, not nouns) 

– Direct, not indirect 

– Specific, not abstract 

– Personal 

– Shorter over longer 

 

 

 



Some myths - 

• To write well, write the way you 
speak 

• Good writers turn out perfect 
copy with little effort 

• Good writers are “creative” 
people 

• A very large vocabulary is 
necessary to write well 

• Writing is less important today 
than it once was 



The Five “C’s” of Good Writing 

Clear Complete Correct Concise Considerate 
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Combating Writer’s Block 

• Write down questions about your writing 
assignment and answer them 

• Remember – you don’t have to start at the 
beginning;  you can start in the middle, or 
write the last sentence 

• Divide a large project into smaller components 

• Change writing tools – if you’re stuck at your 
computer, try a pen 



Combating Writer’s Block 

• Collect writing samples – good and bad 

• Know when to stop 

• Set aside time to write when you’re typically 
most productive 

• Write in a place where you won’t be disturbed 

• Re-read something you recently wrote to get the 
creative juices flowing again 

• Start the day by reviewing and editing what you 
wrote yesterday 

 



Questions? 

Suzanne Ferris 

Senior Associate – Business Development 

HGA Architects and Engineers 

sferris@hga.com 

414.278.3454 

mailto:sferris@hga.com

