
PROPOSAL WRITER 
TRAINING – DAY 1:

Proposal Process & Tools



Overview of Proposal Process

STAGES:
 Notification of RFP Received
 Outlook Email Folder
 Skim RFP & Set Up Network Directory
 Full Review of RFP
 Request & Compilation of Information
 Writing of Proposal
 Draft to Salesperson
 Edits & Final Approval
 Fulfillment
 Optional Presentation
 Award/No Award of Account
 Filing



Notification of RFP Received

(Plus a few extras we’re adding in new this year, 
like # copies and shipping destination)



Skim RFP & Set Up Directory



RFP: Request for Proposal



Request & Compilation of Information

Includes:
• Information Outline

• Service Plan, References, 
Resumes, Menus, & More

• Financial Writeup/Price 
Proposal /Bid Price Sheets

• Special Info Requests (i.e., 
menus, new info)

• Cover Letter & Ship Label
• Forms & Documentation
• Bid Bond & Insurance
• Electronic/Paper Exhibits

Information Outline – 
Let’s Check One Out!



Proposal Info Request Tools

Financial Writeup

MA Price Proposal Letter

Financial Schedule



Proposal Info Request Tools

Cover Letter

Shipping Label

Electronic Exhibits Directory



Forms & Documentation

Forms
Bid Bond

Certificate of Insurance



Writing of Proposal



Draft, Edits & Final Pieces

• All Custom Narrative Writeups from Salesperson 
• Service Plan, References, Resumes, Menus, Misc.

• Financial Writeups and Schedules Finalized
• Duly Signed, Notarized, Approved Forms, Bonds, Insurance, 

and Requested Documents
• Electronic/Paper Exhibits



Fulfillment



Post-Proposal Possibilities

• Presentation & Handout Request
• Follow-up Questions/Clarifications
• No Bids
• Bid Thrown Out – Will Need to Resubmit
• Bid Award – Yay! Onsite Proposal Created
• Bid Lost – Boo! File It Away



Timelines

• Read RFP & Send Info Outline; Submit forms for 
signatures – within 3 days of notification

• Info Outline Returned (Except financials) – within 48 
hours – will need to keep track of outstanding 
information

• Final Financials, Bonds, Insurance & Forms Finalized – 
4 business days before due date

• Final Draft Approved & Sent to Fulfillment – 3 
business days before due date

• Ship date – 2 business days before due date



Proposal Development Tools

Software:
• MS Office Suite – info gathering, communications, 

exhibits, tracking, and general administration
• MS Teams – shared documents, meetings
• Adobe PDF – RFPS, filling out forms
• Adobe InDesign – proposal template narrative
• Adobe InCopy – linked text for proposal templates
• Adobe Photoshop – proposal graphic formatting
• PandaDoc – filling out electronic forms
• Salesforce – client contact information
• UPS – create labels for shipping
• Upload sites –RFP required electronic upload websites



Proposal Development Tools

Physical Resources:
• Printers & Printer Supplies
• Binders
• Tabs (Regular & Mini)
• Shipping Labels
• Letterhead
• USBs, Labels & Holders
• Shipping: Boxes, Envelopes, Foam, Bubble Wrap, etc.
• Corporate Stamps & Seals
• Folders



Proposal Development Tools

Network:
• Sales/Client Prospects (RFP & Salespeople info; Save 

Drafts)

• Sales/Proposals
• Proposal Templates, Info Forms, & Exhibits
• Information Library
• Graphics
• InCopy Documents



Take a Break!



Reading an RFP

What to Look For:
 Account Name, Project Title & Bid Number (if applicable)
 Due Date & Time
 # Paper (Hard) Copies, # Originals, # Electronic
 Contact Person & Shipping/Mailing Address
 Financial Construct 
 Checklists, Criteria for Submission, Proposal Format
 Verify All Forms Required Are Included
 Keywords: vendor/bidder must submit, include, attach, 

etc. with its bid/proposal; documentation required



Parts of a Proposal

Within Document:
• Cover Page
• Table of Contents
• Statement of Confidentiality
• Section Header Page & Inside Pages
• Criteria Charts

Inserted into Final PDF:
• Cover Letter
• Forms & Documentation
• Financial Schedules OR Separate Price Proposal PDF file

Physically Inserted During Fulfillment:
• Paper or USB Exhibits
• Electronic USBs of Proposal



Standard Proposal Sections

• Executive Summary
• Documentation (sometimes 

in another section; 
sometimes separate)

• Financials/Pricing
• About Company/ 

References
• Full Service Plan
• Menus & Menu 

Development
• Marketing
• Nutrition/Allergens

• Community & 
Communication

• Management, Org Charts, 
& Resumes

• HR Policies & Benefits
• Training
• Quality Assurance
• Purchasing/Local 

Purchasing
• Accounting & Reporting
• Sustainability



Let’s Take a Look!

Review of:
• Proposal Narrative
• Complete Proposal
• Exhibits



End of Day 1! 
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