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PLEASE DO NOT REMOVE THIS SECTION BREAK!

IMPORTANT NOTES
This Proposal outline may be used to get you started.  At the least it should steer you in the right direction, acting as a checklist, prompting questions and suggesting solutions.  The format proposed here for your response is a suggestion.  However you may find that the Prospect requires responses to be in a common format which has been specified to the company.

The template has two parts: these guidance notes and the blank Proposal itself.  The blank Proposal contains a number of sections, each of which addresses one of the main topics that a Proposal should cover.  Each of these sections contains notes and guidance which should help to shape that section and the overall Proposal.

If you are using this template as a general outline then delete these guidance notes and save the rest as the basis for your Proposal.  First unprotect the document (in the Tools menu, and for this you will need to type the password).  Before deleting this text, select “File Properties” and update relevant information about the Proposal in the following way:

· select the “Summary” tab and update the Subject field with the title of the RFP/ITT

· select the “Custom” tab and update the following fields:

“Reference” (with the number of the Bid or Proposal)

“Client” (with the name of the Prospect, Client or Customer)

“Date Completed” (with the date for submission Date of the Proposal)

“Source” (with the name of your organisation).

Update the contents list, the Document Control Tables and any other fields that use this information by choosing “Select All” from the “Edit” menu item, then right clicking on the text and choosing “Update Fields”.  The information in the Headers and Footers may be updating by opening each one, selecting all its content, right clicking on it, and then selecting “Update Fields”.  This will ensure that the pages have consistent information and are all consistently “labelled”.

Whenever issuing the Proposal remember to apply a final update (as described above) to the text and the page headers and footers, the table of contents and the document control tables.  All this guidance text up to and including the first section break, is in italics and should be deleted from the final document.
Notes on this Template’s preferred style of Proposals
Page Layout – some general points
For clarity and ease of reading the template has a number of preferred styles.  These are available via the Format menu.
Each page must contain the standard headers and footers.  Some information in Page Headers and Footers is printed in smaller type than the text in the page body - Franklin Gothic Book font - 11 point.  Page numbers must be located in the document header and generated by the “Numpages” field of Word.  This is already set up in this template.
The following notes are not supposed to be exhaustive, and you will often need to exercise your judgement.  The Opportunity Manager will usually be the final arbiter of any diversions from what this template requires and provides.
Headings
The title of new chapters should use the Style “Heading 1” and will normally begin on a new page.  The exception to this is for very short chapters, where the total length is less than a third of a page, or where there is a very short introductory section (less than a third of a page).  In these cases, two blank lines may be inserted after the last paragraph of one chapter and before the heading of the next chapter heading (Heading 1).

To distinguish between levels of headings, use:
HEADING 1 for CHAPTERS

Heading 2 for Sections

Heading 3 for sub-sections

Heading 4 for sub-sub-sections
Use a fourth decimal level sparingly and do not go to any further levels, instead restructure the chapter.

Abbreviations
When using abbreviations for the first time, give the full form, followed by the abbreviation in brackets, e.g. Tamper Resistant Module (TRM).  Thereafter, generally use the abbreviated form as is, e.g. TRM, but from time to time refresh the meaning of the abbreviation by judicious use of the full term.

Clarity
A Proposal must be written in clear and unambiguous language.  The criteria for judging clarity are very subjective, since human communication is inherently imprecise.  Therefore what is clear to one person may mean something completely different to someone else.  Since a Proposal describes potentially contractual commitments on your organisation, every effort must be made to convey an accurate definition of the system.  Confirming that the Proposal is clear (at least to the reviewers) will be one of the objectives of the reviews to which it should be subject

Although it is difficult to measure clarity, guidelines for achieving it include:

· keeping sentences short

· the use of simple, unambiguous terms

· being specific and direct rather than discursive and ambiguous

· providing detail only where it is essential

· Using simple diagrams, pictures and tables to illustrate what has been written.
In the event of disputes over clarity, then the preferred action is to make an agreed change, but if needed the Opportunity Manager will act as arbiter.

General points about the written style
For quotations use the " (double quotes) character not ' (single quotes).

After a full stop or a colon (":") in a text section leave two spaces.

Decide on the way you will reference the prospective Prospect in the Proposal:  
· for example "the Bank"

· and not "the Prospect"
except in formal documents such as Contracts.
Limit the use of "the Bank" and the name of your organisation, particularly in Headings.  If you use this form at the start of a numbered section then use "you/your" and "we/our" rather than "the Bank/the Bank's" and "the name of your organisation/the name of your organisation’s" thereafter.  However as with abbreviations keep an eye on the monotony this might cause and re-use the “proper nouns” very occasionally.
Remember that your organisation and the prospect's organisation are singular entities, thus "the name of your organisation is..." not "the name of your organisation are...."

Avoid the use of capital letters on nouns in the middle of sentences - use them only on proper names, and terms that have a quite distinct and particular meaning (e.g. Acceptance Certificate, your Proposal, the Contract).

Illustrations

Pictures, diagrams and tables must be allowed a generous amount of space.  Normally, half a page would be considered as a minimum.  However, where an illustration is sufficiently small to fit neatly with one or two lines of accompanying text, then less space would be reasonable. A title for an illustration should say whether it is a figure (picture, diagram) or a table. The numbering sequence for figures and tables should be independent and must be allocated sequentially within each chapter.  For example, Figure 5.3 refers to the third diagram within Chapter 5.  Illustration numbers and titles should appear below the applicable illustration, left justified, and in the same size and style as sub-section headings.  Illustrations within text should be centred in the text wherever this is practical.

Use Microsoft Visio or PowerPoint for diagrams (this may not be your preference, but (usually) it does make it easier to exchange and/or access this sort of material, for example with your Suppliers, other members of a consortium, or the Prospect.  If you want to avoid the making of unapproved changes to images, documents etc. use PDF images.
Lists
For long lists, the style rules are:  
· start with a lower case letter;

· use the style of bullet points shown here;

· use a full stop if there is more than one sentence within the item.
· have one blank line between items;

· include a full stop for the last item in the list.

For short lists, the style is as illustrated here:  

· use the “List Bullet indented” style

· start with a lower case letter

· bullet “character” as shown here
· no blank lines between items

· no semi-colon at the end of an item

· include a full stop for the last item in the list.

You may use three levels of bullet, but lists should not be nested within other lists.  If the need for this arises, find an alternative textual structure.

Multiple Authors
If the Proposal is to be written by several authors using separate PCs, then have them prepare each chapter as a separate file and merge the files into a single coherent document for printing.  To avoid problems with Word Styles you should all use the same Office template.  If problems do arise, it is usually easiest to paste all the contributions into a clean copy of this blank template – all too often Word styles can be corrupted by sloppy editing.  A particular hazard is the Word Format Toolbar, AVOID using it if you want to keep out of “Style Hell”.
Referencing Other Sections and Documents

Here are some illustrations of the convention for internal references:
· sub-section 3.2.3 (Hardware Configuration)

· section 2.2 (Future Requirements)

· Chapter 4 (The Business Proposal)

· Figure 5.3

· Appendix B (Diagramming Notation).

It may be helpful to use internal Hyperlinks in the Proposal (for example for cross references). This is particularly the case if a chapter is long.  However when internal links are used, give some thought to how the reader will find the way back.  Consider making a return link (for example to the title of the section (or sub-section from which the outward link was made).

Temporary Features
During development of the Proposal, there will be occasions when there are outstanding queries, or additional material to be added.  Insert comments to mark outstanding issues or actions required in draft releases.  Use “Track Changes” at all times but don’t forget to accept or reject all tracked changes and comments before the Proposal is finally issued.
Delete this text.
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1 A SUMMARY OF OUR OFFER

This chapter should be short and should introduce no new material – remember it is a summary.  Its maximum length may be three pages – but only for a large and complicated Proposal.  For a shorter and/or simpler Proposal it will probably have around six or seven paragraphs as outlined below.  The paragraphs should be kept short, they are supposed to be covering the main points of the Proposal.  Be factual.  Apart from welcoming the opportunity to Bid (at the start) and underlining why your Bid represents compelling value (at the end), sales messages have no place here. Keep the titles, but delete the bracketed “Para N” notes from the titles suggested here.

1.1 Introduction

You should always be pleased to be submitting a Bid – it is simple politeness to say so!

Make clear what led to this Proposal:
· you received an ITT or RFP;

· you were asked to Bid at a meeting (who asked you to Bid, when the meeting took place);

· your Bid is unsolicited (refer to where in the Proposal you explain why you think the offer will be welcome.

1.2 Scope of this Proposal

Describe briefly the broad scope of the Proposal. This ought to summarise what is being offered, where it will fit into the Prospect’s organisation, and what benefits you (and/or the Prospect) believe it will bring.

Avoid extravagant claims.  You don’t want to set expectations which are unqualified or undeliverable.

1.3 The current situation

Describe the Prospect’s current situation.  Identify what business changes the Prospect wants to make and (if you know this) why. The current situation includes the Prospect’s business plans (or needs) and aspirations.

1.4 The measures of success

Highlight what you have been told about the Prospect’s procedure for choosing the winning Bid (the Basis of Decision – BoD).  It is also helpful to describe the Prospect’s stated process for agreeing that the chosen Supplier has delivered a Project that meets the plans and aspirations outlined in the previous section (Acceptance).

If possible identify decision-making meetings and significant background documents on which your understanding of these points is based.  Confirm that you believe you match the Prospect’s BoD.  The details of the BoD and Acceptance will be addressed later.
1.5 How we will meet your needs

Show how in principle your Proposal meets their business requirements/needs, and fits well with the way they will make both their buying and acceptance decisions.
You believe your offer is the best. Emphasise those key features that make it uniquely attractive as a proposition.  These may be technical points, the cultural fit of the two organisations, your application and Project delivery expertise, the prospect of early delivery or some combination of these.  The details should appear elsewhere in the Proposal.  Here you should simply make reference to these points.  Don’t make claims that are not supported elsewhere in the Proposal, or by the Prospect’s opinions previously expressed.

1.6 Commercial

Say what your total price will be and break it down into labour and expenses, plus your own or bought-in Products.  Say whether the price includes warranty and/or support and for how long. State the contractual terms (T&M; Fixed Price) you have offered.

If you can quantify in a few figures the business benefits that your offer will provide, you should identify these, but ensure that they are qualified.  For example, most Projects include things that a client must do to implement a new system of any kind, and most tricky of all is ensuring that the staff are ready, retrained and in-post on the date for going live.  Note that this is as true for non-IT based offers as it is for those involving IT.

Say for how long the Proposal is valid.
1.7 Acknowledgements and next steps

This paragraph is a matter of simple good manners, and of the building of a working relationship.  It is rare for you to prepare a Bid in a vacuum – even if your meetings with the prospective Prospect were formal, the input and effort of Prospect staff will have been formative and of assistance in the preparation of your Proposal.

There is a more subtle point.  By identifying those who gave you key information you are moving them into a position of commitment to what the Proposal will deliver.

What happens next may:
· be specified in bidding rules set by the Prospect

· have been agreed with the Prospect as the Bid discussions progressed

· be completely unspecified.

Tell the Prospect what you expect to happen next.  This should cover the main events (e.g. presentation of your Proposal) and their date for deciding.  Say clearly that you are at their disposal, and keen to move to the next stage.  Name your key contact, other detailed information should be provided elsewhere in the Proposal.

1.8 and Finally

This advice may seem to be over long. For a mid-sized Proposal, a skilful Bid Manager or Opportunity Manager should only need about half the space that has been used for the advice in this chapter.

One other final point: words do matter, especially to the law!  After all that is the key part of how you communicate.  Do not assume that others will interpret things as you do.  For example, a common confusion is over the difference in the meanings of “estimate”, “budget” and “quotation”.  An estimate is a responsible guess, a budget sets an upper limit on a price, while a quotation says “you will do this job for this amount of money”.  Even so, many people are dismayed to find that using the word “quotation”, may lead to the rejection by the Prospect of many proposed contract changes which would add to the contract price but not to the scope of supply!

2 OUR UNDERSTANDING OF THE REQUIREMENTS

2.1 The Current Situation
...
2.2 Your Future Requirements

These first two sections are your opportunity to show that you understand clearly what the situation is now, and what the Prospect is (or should be) trying to achieve.  State clearly what you know (or believe), and say how you learned or concluded this.  Even though you will be saying what the Prospect already knows, you will be confirming your understanding – a point about which the Prospect usually appreciates reassurance.

There is no need to praise people, procedures or systems you believe to be out of date or which are in obvious need of change. But remember you aim to help the Prospect and will need the cooperation of all concerned to do the best possible job.  So rudeness or unsought criticism will rarely improve your Bid’s chances of winning the business.

Record how the Prospect will score the Proposals received and choose the winning one.  Remember even if you are the only bidder, the Prospect is under no obligation to buy.  Identify the sources of your information (a meeting, RFP/ITT, letter, etc.).

B&P’s Core Process “Manage Projects” requires that the Business Case for a Project is revalidated at key points in the Project’s life.  This section is summarising your understanding of the Prospect’s Business Case, so it is vital that you have got the right information.  If you can not meet the Business Case, then your own processes require that you stop work and decide what to do next before proceeding.  Almost every Project that fails has at least an unclear Scope of Supply!

2.3 Statement of Compliance

This might be required.  It is common for it to be demanded in competitive bidding and public competitions.  Even if it is not mandatory, if you have the time it is worth providing one.  Say clearly whether the Bid is compliant (fully?, partially?) or not (non-compliant).  Producing a table of compliance during the preparation of the Proposal will help to pinpoint possible problems, and hopefully resolve them before the Bid is submitted.  This can help minimise later arguments and bad feeling over the scope.

You might include the table of compliance in this chapter, or if the table is large and/or complicated, put it into an Appendix.
3 APPROACH AND TECHNICAL SOLUTION

3.1 Sales Proposition

This is the heart of the Proposal and your first real opportunity to persuade your prospective Prospect to buy from your organisation.  You should answer for the Prospect the question: “Will this organisation match my Basis of Decision (BoD)?”.  Here you are telling the Prospect about what will be supplied.  The next chapter (Chapter 5) tells the Prospect about the commercial terms.

You must show how your offer addresses and meets all the points that you have been told are essential in any Proposal responding to this Requirement.  In addition you should aim to meet the majority of the points that you have been told are desirable.  If there are significant points that have not been discussed with the Prospect, but which you believe may influence the decision in your favour, then include them.  In simple language and avoiding exaggeration make your offer sound as attractive as possible.

In this section you should cover the key headings of the BoD and give a short insight into how the offer has approached each one.  Points to address will certainly include:  
· what you would deliver

· how it would affect the Prospect’s current business

· the business benefits (specified? quantified?) flowing from what you deliver.

In addition you might summarise: your solution’s compatibility with the Prospect’s existing strategy, systems and procedures, how you would minimise disruption of current business activity, the care you take in the handling of present culture, custom and practice, the technical merits of your solution (modern, high performance, user friendly, robust), post delivery support and so on.  The remaining sections of this chapter should provide most of the detail that supports your assertions in this section.

As ever it is vital not to overdo the amount of text.  If the objectives of this (and other chapters) can be met with less written material, then simplify the chapter appropriately.

3.2 Technical Description of Offer

The Prospect should have specified to you the business impact and benefits required by the system or services to be delivered.  Here you should show how these benefits will be provided.  That will demand that the Prospect’s business needs are mapped on to what the system or services will do (the overall functional design) and in turn this must be mapped on to how the functions will be realised (the technical design)

This mapping will be vital for identifying what is to be delivered.  It is a very important controlling document (which may of course reference others) and will also have a key role in Acceptance Testing and Contractual Acceptance.

It is vital to be clear about what the offer comprises. There may be hardware, software and/or services.  Each of these should be the subject of a separate sub-section of this section.  You must be accurate and complete to avoid possible misunderstandings.  Of course accuracy and completeness is also central to getting the price and timescale right. Where the number of items is large, then tabulate them.

As the development of your solution progresses, you may look at alternative solutions.  Describe each one briefly, say why the one you are offering was chosen and the others rejected.  If you are offering alternatives, then the nature of each, its pros and cons, and the variations in your offer must be followed through systematically, throughout your Proposal.

Unless the way the technology works is a central issue for the Prospect, focus on what your solution will do and how it will meet the Prospect’s business requirement. Technical information specific to hardware and software should be limited to a summary.  If you think more detail is required, an Appendix is the proper place for it.

3.3 Performance, Reliability and Related Issues

Any claims you make for performance, capacity (peak and average or typical), reliability, and so on must be based on facts. It is wise to model your solution with calculations that can be checked (for example by an Independent Review) to show how it will behave. You may also have data from similar installations, and benchmark tests.  These may be included in an Appendix.  Never make performance commitments or claims that you are unsure will be achieved, and that you can not back up!  Always get Suppliers’ claims in writing.

3.4 Project Plan, Timetable

B&P’s approach to planning a Project is Product-based.  That means you must know what your deliverables are before you start developing a Work Breakdown Structure.  See the description of this approach in B&P’s Core Sub-process “Plan Work”.  The Plan you produce must give a description of all major Project Deliverables and the Activities that produce them.  Clearly differentiate between tasks which are your responsibility, and those which the Prospect is expected to do.  Your Plan should include a simple Gantt chart, a list of Contractual Milestones and External Dependencies (e.g. End User or Customer Approval of documents).
If the acquisition of resources or bought-in items affects the timescale, identify this clearly.  For example do not offer a timescale that envisions delivery to the Prospect of bought-in items on a date after the start of work, but which can only be achieved by ordering at your risk (e.g. before the Prospect has signed the contract).  A solution might be for the Prospect to agree to pre-order such items for delivery to the winning bidder.

If you can see critical date problems arising, make creative use of options, for example by phasing the Project such that critical date can be met with a reduced system.  Remember this might cause your price to increase.

3.5 Risk Management

This is something which is often missed or even ignored.  The identification of Risks and planning their mitigation is mandatory in your Bids.  The key steps of how this is done are covered in B&P’s Core Sub-process “Risk Management”.  It must be understood, accepted and followed.
Describe for the Prospect the Risks that have been identified, how they will be mitigated and whose responsibility it will be to manage them.  Make absolutely clear that you do not take on work at your own risk unless you have provided for its consequences

If the Prospect is concerned about how this affects your price, say that will consider transferring these Risks to the Prospect. However say very clearly that the implications of some Risks can be very expensive if they materialise without an effective Plan for managing them, and the relevant costs must then be borne by the Prospect.
3.6 Project Management, Staffing

Tabulate the key Project roles which will be played by your staff, and by those assigned by the Prospect.

For each member of your staff that you have identified, show why this person was chosen, referring to the particular skills or experience that makes that person a good candidate for the role(s) that he/she will undertake.  This entry should be very brief and must be consistent with any profile or CV (e.g. in an Appendix .to this Proposal).

Enter the key skills needed for each role to be taken by Prospect staff.  Give start and finish dates, a brief description of what the role involves, and the level (percentage of their time; daily?, weekly?) of each person’s involvement.
Your objective here is to show that the Plan has been properly Resourced, proving the capabilities of your staff comes later.
3.7 Quality, Acceptance and Warranty

Summarise the principles on which your approach to quality is based.  Point to the existence of B&P, and to your commitment to its continuing enhancement.
Distinguish clearly between “Quality Control” and “Quality Assurance” as you use and apply these terms.  Make clear the direct responsibility of the Project Manager for setting up, operating and measuring the success of the Quality Control system in his/her Project.

Emphasise that the way you work always includes the application of systematic Quality Control as a key practice in:  

· getting the design right first

· using the overlapped production and review of design specifications and test plans to test the completeness and coherence of the design

· writing test plans against their corresponding design specifications (and not the end-product)

· the incremental production and integration of deliverables

· the use of testing primarily to prove that a deliverable meets its agreed specification (rather than to find and fix fundamental errors in the design after substantial resources have been spent building it)

· contractual (and payment) milestones which represent real progress, demonstrated by the satisfaction of objective quality criteria

· deterministic Acceptance Testing.

All of this has a significant and specific impact on each Project’s Plan and Quality Plan.

Link all of this into the warranty (if any) that you are offering.  The details of the warranty will be in the next chapter, but here you are seeking to convince the Prospect that what you deliver will be robust because it was developed and will be supported by people who care!

Note that much of this particular text may be copied straight into your Proposal.  However take the trouble to link it into the specifics of your particular Proposal.  This forces you to think about the practical consequences of your approach to Quality Engineering on the Project for which you are bidding.

4 OUR BUSINESS PROPOSAL

In this chapter you are setting out the commercial terms of your Proposal.  It will be either:
· a firm offer to trade (whether it be Fixed Price (FP); Time and Materials (T&M) or Budgetary).  FP differs from T&M in two main ways.  Firstly the level of Risk in T&M is lower than for FP – but don’t make the mistake of assuming it is zero: that is never true, the risk is smallest if your only deliverable is people who the Prospect chooses.  Secondly T&M is like a budget: it has a maximum price but you have to justify invoices whereas FP has a maximum price which you may invoice fully (assuming everything contractual has been supplied.

· a budgetary offer which may be T&M or FP: the price is capped usually with variances and you must say what these percentages or amounts are (above and below).
· an estimate which, as is said elsewhere, is a responsible guess which you may be asked to justify in broad terms.  Usually you can expect some flexibility over the final price and negotiations over Changes should be relaxed.

· provided for information only.  It must be stated clearly that this is only for information and not an offer to trade.  If you enter contract negotiations on the basis of such a Proposal then you are back with a firm offer or a budgetary offer.

For all offers say for how long they are valid.  Also say that the price is only valid if delivery is completed by the date shown in the Project Plan your Proposal contains.  When your offer is not an offer to trade, say so.  If it is subject to contract say that.

4.1 Price

State clearly what the price is, and make clear what applicable taxes it includes.  Break the price down into its major components (usually effort, materials and expenses, and company products). If more detail is demanded by a Prospect make clear that the breakdown of the price does not mean that the individual items are available separately for that price (or even at all).

Even if the Prospect doesn’t ask for more detail, you may feel that breaking the price down further will help.  For example you could show the effort estimates (in man-days, - man-weeks or man-months) for each part of the job.  This will show that you have analysed the job with some care. If you are asked to explain why your Bid is more expensive than others the Prospect has received, it also provides a more solid basis for justifying your price.
For an estimate it is good practice always to describe how it was worked out.

Finally if your Proposal contains options, show the total price of each option separately.

4.2 Warranty and continuing support

Say what the warranty covers how it is invoked (telephone? in writing?) when (working hours only?, 24-hour cover?), where the service is given (return to supplier?, on-site?, repair-only? full or part replacement) and for how long it lasts (months?, years?).  Remember UK law gives statutory rights to a consumer purchaser, so if this is a business warranty it must be made clear.

With the exception of their media, mass-software products are often delivered “as-is”.  Nonetheless the warranty may include free upgrades for a period.  For bespoke systems a Prospect is likely to expect rather more – and when this is offered it must be included in the price.

All-hours warranty and continuing support may well need a help-desk.  Have such arrangements been made, and priced into the offer?  Beware of users who think warranty is a substitute for reading the manual.  The warranty terms should include an option for you to make a charge if this happens on any scale.

Of course warranty and support are good ways to keep an eye on how well a system or product performs, so this is not just an arrangement that “favours” the Prospect.  For a large population of identical deliverables, the start date (probably delivery), expiry and calls on the warranty for each individual item must be tracked.  When responding to calls on the warranty it is reasonable to ask for some detail about the circumstances of the failure, and to check any items for signs of abuse.
However if you draw or interpret the warranty terms too tightly, you may give the Prospect the idea that you have little or no confidence in your deliverables.
4.3 Cost/Benefit Analysis

A cost/benefit analysis is part of the normal budgeting process, so it makes sense to provide one. You ought to have discussed (and maybe agreed) with your Prospect the current thinking on this, and it builds confidence if the Prospect recognises what has been discussed already.  Of course your analysis ought to match closely the Prospect’s stated BoD.

4.4 Payment Terms

Getting paid quickly and on-time needs careful preparation and firm Project Management.  Your standard terms and conditions state what you expect, so unless you are aware that the rules will be different you should follow your normal practice.

All invoices due are payable within 30 calendar days of issue.  An invoice will become due on the occurrence of some event: at the end of a month or on completion of a contractual milestone which will usually be linked to one or more deliverables.  Sometimes Deliverables can seem intangible (e.g. Agreement of a document or Acceptance of a system).  This can be solved by making the event the signature of an Acceptance Certificate and the signed Certificate is itself the Deliverable.

Payment is an area where negotiation with the Prospect often occurs.  Bear in mind that financing large amounts of outstanding debt will eat rapidly into your margins, so any concessions you make should not undermine the basis on which your Proposal was approved for submission.

4.5 Client Obligations

Involving a Prospect in the work you are doing really is vital.  However the best of intentions can be undermined by the Prospect’s need to juggle priorities and of course by resistance to “change imposed from above”.  This will be amongst the Risks that will need managing as described earlier.
End Users or Customers may agree to provide: 

· working facilities

· staff time for attendance at meetings (Project kick-off, progress meetings)

· staff time for review/agreement of deliverables

· direct contributions to the work to be done (e.g. staff training and/or new operational facilities).

A Project Manager can usually work around an End User’s or Customer’s failure to meet obligations for the first pair of items in this list.  However the second pair is a different matter.  Usually the first signs of trouble will be the lack of working facilities or non-attendance at meetings, and a wise Project Manager will take such occurrences as a warning of more trouble ahead.

It is important to state clearly and in writing what the Prospect has agreed and is obliged to do.  What is needed, and when, must be associated directly with the consequences if the obligation is not met (e.g. lost time, slippage of Milestones), and the rules for dealing with these (e.g. increasing the price, extending the timescale).  You may feel it makes little sense to risk a sale in this way.  Perhaps it is worth asking whether your time could be spent more profitably pursuing other more promising opportunities.

4.6 Validity of this Proposal

For every Proposal say for how long it is valid.  Also say that the price is only valid if delivery is completed by the date shown in the Project Plan your Proposal contains.  When your Proposal is not an offer to trade, say so.  If it is subject to contract say that.

It is vital to say that the people you have nominated from your resources will be assigned subject to their availability.  The same applies to bought-in Products that you have offered.  

There is an important Risk here: technological products change very quickly. This can be a real issue for multi-year Projects.  You may chose to offer a phased delivery allowing for revision and re-Acceptance. You could say that say that your offer is dependent on the continued availability of version X or that you cannot guarantee the price (or performance or functions) if version X ceases to be available. Of course you could buy the entire needs of the Project early on but that this may or will include financing charges.  The important thing is to think this through during the Bid in your Risk Management planning.  Remember that this situation might arise, not because it is planned or foreseen, but due to End User or Customer delay.

4.7 Terms and Conditions

Your Proposal must say clearly what Terms and Conditions (Ts&Cs) are applicable to it. The Ts&Cs will usually have been decided during the Bid Approval Review (see “Produce and Submit Bid” in B&P).  If you can include a complete set of Ts&Cs (e.g. your own) then do so as an Appendix.  Otherwise say where they may be obtained.

You may be asked (and agree) to supply against the Prospect’s own Ts&Cs.  If so you must ensure that someone with the sufficient experience and understanding has reviewed them, see “Approve Contract” in B&P. The reviewer will identify any conditions which are unacceptable, or whose provisions need negotiation.  These exceptions must be identified here. 
If your Proposal includes work or delivery outside of the UK, then make sure that you have allowed for any currency protection, insurance and so on, that may be needed. The Proposal itself should be conditional upon any the granting of whatever import and re-export licences may be required.

5 OUR CAPABILITY

Here you are selling your company so you may be a little more creative!

5.1 Company Profile

You are aiming to convince your Prospect that yours is the right organisation to choose.

Keep it reasonably short but cover the main features of your background.  Say something about your key lines of business, how you organise yourselves, the resources on which you draw, and who your main partners are. The material you provide ought to be tailored to the Project for which you are bidding and the Prospect at which it is aimed.  By now you will have learned quite a lot about the Prospect and what is to be achieved, so take the opportunity to highlight the aspects of your approach, skills, experience and experience which are a good fit.

5.2 Our relationship with your company

This may be a new Prospect, or one for whom your organisation has worked before. Avoid being too fulsome and don’t make unlikely claims.  If the relationship is new, concentrate on how well it has worked so far, and bring out the positive factors which will help to build and extend it. If you have a good and successful previous relationship point to this and say how this Project will help to build and extend it.  If possible make reference to previous successful work for this Prospect.

You may be attempting to repair a damaged relationship.  If so don’t duck the matter but avoid admissions of liability.  Make the best of the situation, find out all you can about what happened.  Characterise this as an opportunity to learn and move on, and say what positive steps you will be taking to maximise the potential for a successful outcome this time.

5.3 Our capability in your market

Whether or not you have worked previously with this prospective Prospect, give an overview of your experience and Projects in this sector of the market.

If you have done similar successful work for a comparable organisation say so.  If you have the written agreement of the other End User or Customer, offer this Project as a reference  The detail of these references will appear in a later section of this chapter. . Highlight your experience and expertise in doing the kind of work described in this Bid. Without committing your organisation, make defensible claims about your long-term plans to develop your position and ongoing support, (new products, skills) in this sector of the market.
5.4 Project Management

Here you should be making clear how you approach bidding and managing the work you do.  B&P is your repository of good practice.  Emphasize that the foundations of B&P are widely recognised Bid and Project Management methodologies (PMI, PRINCE2™), supported by appropriate commercially available tools.

Make absolutely clear that all your Projects are managed according to the provisions of B&P.  However, reassure the Prospect that you are flexible and do aim to interface to the requirements of your End User’s or Customers’ reporting and management systems.  Take the opportunity to suggest that this Prospect might like to think about adopting and using B&P!

5.5 Quality Assurance

A section in chapter 4 above has made some important points about your approach to Quality Engineering.  Here you should say how your organisation checks the effectiveness of its Quality Control.  Making these checks and the actions that follow is what is called Quality Assurance.

Describe your organisation’s approach to Quality Assurance.  This includes the use of  B&P itself, regular status reporting, the production and analysis of Project Debriefing Reports and Lessons Learned Reports and selecting Projects for Independent Audit/Review by external assessors.

If you are asked whether you are registered as ISO 9000, TickIt etc, the answer may be “yes” or  “Not yet!”. If you are asked why this is, the answer is simple.  To date you have not chosen to prepare for and undergo an ISO 9000 audit.

The main reason for this has been the cost, which a company of your size would find difficulty in funding and justifying, particularly when you calculate that the benefits which would accrue in current circumstances would not match their cost.  As your business develops you expect this situation to change.  However all your Project Managers have worked in this way, often for decades, and you would expect them to follow good practice as a matter of course.
 B&P was developed for, and is in use as part of the Quality Management System (QMS) operated by companies which are ISO 9000 certified.  So although you don’t have the formal certification for your system, the approach you follow and the tools you use are in live use in Quality Management Systems which have been certified.

5.6 Reference Jobs

Your objective should be to show the Prospect that, if you win the work, you will do it competently.  Choose only jobs that have some direct relevance.  There is no need here to put in large amounts of detail.  In an Appendix, attach a small portfolio of relevant Job Profiles which includes the reference jobs you have mentioned here.

A common and effective practice is to provide this reference information as a table which lists in the rows the reference jobs you have offered, and provides a series of columns for the relevant parameters.  These can include:

· size and complexity of the job (e.g. 100+ people, 4 years, head office and 450 branches)

· nature of the application (e.g. strategic consultancy, payroll upgrade, SCADA, product installation, IT upgrade)

· market sector in which the work was done (e.g. Fast Moving Consumer Goods, Railways, Law Practices, Airlines)

· some rough indication of the price of the work (e.g.~£3M)

· particular features (e.g. culture change, non-English speaking, difficult politics, rescue of a failing Project).

5.7 Relevant Staff Profiles

In your chapter on your technical solution you have identified the people who will take key roles.  Here, for each such person and in a single paragraph, summarise the key attributes that make that person suitable for the role(s). Point out that all these staff are included either "subject to availability" or "for information only".

Full or edited career résumés (CV) should be included in the Appendices.  A cross-reference to each CV may be included here.

6 CONCLUSION

Here is your last opportunity: to win it – or lose it!

There is no need to repeat the entire Proposal here.  Be helpful.  Say that you are summarising and then simply list the main points you think matter most to your Prospect.  Bullet points, eight or nine, each of no more than two lines will be quite enough.

Try to phrase your points in such a way that the reader thinks “I would really like to work with these guys!”.  Put yourself in the Prospect’s position.  For example if you are rather more expensive than your competitors, will that difference be offset by lower Risk or the savings that come from a positive working relationship?  Is your product really very much the better, have you shown you can solve difficult problems, and can the Prospect see that your organisation has fully  grasped this one - and with real enthusiasm?

Try to make sure that your Prospect already knows the answer to the question “From whom should I buy?”, and that the answer is “your organisation”.
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A TERMS AND CONDITIONS

B SUMMARY STAFF PROFILES

C TECHNICAL DETAIL & BROCHURES
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E STATEMENT OF COMPLIANCE AND TRACEABILITY (OPTIONAL)
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