PROPOSAL WRITER

TRAINING - DAY ©
Proposal Process & Tools




Overview of Proposal Process

@AGES: \

» 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

The designated proposal writer should begin working with the listed salesperson to begin compiling information. Please see the opportunity in Salesforce for additional information.

Proposal #: 23192

Account Name: |
salesperson: [

This is all you

Type: New Client
Business Segment: School Nutrition
State: VT

need to know!

Amount: $500,000.00
Managed Volume: $500,000.00

Prebid Meeting: 6/23/2023 8:30 AM

A (Plus a few extras we’re adding in new this year,

Bid Due Date: 7/14/2023 12:00 PM

e TS5 like # copies and shipping destination)




Skim RFP & Set Up Directory

- Companents

© Components
. Correspondence | Correspondence
~ Financials | Financials
v | FULFILLMENT o FULFILLMENT
| addenda 2379 Windsor Locks CT Standard

~  Electronic Proposal
> Whitsons Exhibits
~ Scanned

© toprint
v | Whitsons Exhibits I

> Section 3 - Experience & Service Capabilities

~ Section 4 - Financial Condition

.~ Section 5 - Accounting & Reporting

~ Section 6 - Personnel & Training

~ Section 7 - Innovation & Promotion of Program

© Section 8 - Involvement of Students, Staff, & Patrons
> . Section9 - Menus
» = Section 10 - Farm to School

Figure Out What Template to Use.

Plus, set up your Outlook email

erl



RFP: Request for Proposal

CONNECTICUT

REQUEST FOR PROPOSAL/CONTRACT:
Food Service Management Company to Manage District’s
Child Nutrition Programs

RESPONSE DUE DATE: MAY 22, 2023 at 12:00 PM|

Awcdreas Poed

Signature of CSDE Consultant
Andrew Paul

Printed Name CSDE Consultant
Revision: Feb. 2023 SFA/FSMC 2023-24 RFP/Contract Document




Request & Compilation of Information

Information Outline - PA Standard m C I u d es: \

Proposal Details
T * Information Outline

e e e Service Plan, References,

RRRRRRR : Financiaks must be completed & submitted to writer at least OME DAY PRIOR to shipping.

# of Copies (inc. Whitsans)

et ror ecuire? \timlei::::::::;nom are specifi=d] with full proposal will b included Res u m e S’ M e n u S’ & M o re

+ of Electronic Copies

special Instructions

o * Financial Writeup/Price
- Proposal /Bid Price Sheets
e Special Info Requests (i.e.,
menus, hew info)
e Cover Letter & Ship Label
* Forms & Documentation
e Bid Bond & Insurance

wlectronic/Paper Exhibits /
Information Outline -

Let’s Check One Out!

Any Questions? inancia




ISTRATEGIC FINANCIAL ANALYSIS

[ we stand behind our financial projections and ars confident that
they reflect realistic expectations in year one and throughout the sxtended life of the contract.

Northeast

RSO0
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SECTION 1 - COST PROPOSAL
SECTION 2 - PROMOTION & WELLBEING
SECTION 3 - PURCHASING & SUPPLIERS

SECTION 4 - STAFF & MANAGEMENT TR...
SECTION 6 -INCREASING PARTICIPATION ...

SECTION 7 - COMMITMENT TO QUALITY

™







Writing of Proposal
_ -
I




Draft, Edits & Final Pieces

All Custom Narrative Writeups from Salesperson \
e Service Plan, References, Resumes, Menus, Misc.
* Financial Writeups and Schedules Finalized
* Duly Signed, Notarized, Approved Forms, Bonds, Insurance,
and Requested Documents
K. Electronic/Paper Exhibits /

Create Draft Folder in Client Prospect.
Export Narrative to PDF and Save Here.
Insert All Other Pieces in the Right Place and Save.
Copy Exhibits Folders Over for Review.
Notify Salesperson and Wait for Changes/Green Light!



PROPOSAL FULFILLMENT REQUEST

PROPOSAL: ||
SHIP DATE:

PRINTING FULFILLMENT
Y BINDERS 2

FILE TO USE CICS PURE
DIRECTORY Sales/Propo
SPECIAL

ELECTRONIC EXHIBITS

[ f

INSTRULCTIONS: cein f binder, inclu iHEARE copy
TECHNICAL PROPOSAL PAPER INSERTS “FULL PROPDSAL”

ORIGINAL FORMS [ nsERT [ WHERE I PROPOSAL? |
Cn Le 1ead :

PRICE PROPOSAL PAPER INSERTS “CONTRACT & REQUIRED DOCUMENTS™

COPFIES 1ar DIRECTORY: {in Prag

LaF]

|'
far us PROPOSAL

ORIGINAL FORMS INSERT WHERE IN PROPOSAL?

Price Proposal COMPLETE hi
letter plus Proposal forms in
this order:
= Bid Pr




Post-Proposal Possibilities

-

* Presentation & Handout Request

* Follow-up Questions/Clarifications

* No Bids

e Bid Thrown Out — Will Need to Resubmit
* Bid Award - Yay! Onsite Proposal Created
e Bid Lost — Boo! File It Away

~

/




/°Read RFP & Send Info Outline; Submit forms for \

signatures — within 3 days of notification

hours — will need to keep track of outstanding
information

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

e Info Outline Returned (Except financials) — within 48

e Final Financials, Bonds, Insurance & Forms Finalized —

/




Proposal Development Tools

@‘twa re: \

e MS Office Suite — info gathering, communications,
exhibits, tracking, and general administration

e MS Teams — shared documents, meetings

 Adobe PDF — RFPS, filling out forms

 Adobe InDesign — proposal template narrative

 Adobe InCopy - linked text for proposal templates

e Adobe Photoshop — proposal graphic formatting

 PandaDoc - filling out electronic forms

e Salesforce — client contact information

e UPS - create labels for shipping
&Jpload sites —RFP required electronic upload websites/




Proposal Development Tools

mvsical Resources: \

* Printers & Printer Supplies

e Binders

e Tabs (Regular & Mini)

e Shipping Labels

e Letterhead

e USBs, Labels & Holders

e Shipping: Boxes, Envelopes, Foam, Bubble Wrap, etc.
e Corporate Stamps & Seals

kFolders /




Proposal Development Tools

/Network: \

e Sales/Client Prospects (RFP & Salespeople info; Save
Drafts)

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

\_ Let’s Take a Toury




Take a Break!



/What to Look For: \

» Account Name, Project Title & Bid Number (if applicable)
> Due Date & Time

> #t 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

ithin Document:
* Cover Page
 Table of Contents
e Statement of Confidentiality

e Section Header Page & Inside Pages
e Criteria Charts

Inserted into Final PDF:

 Cover Letter

e Forms & Documentation

e Financial Schedules OR Separate Price Proposal PDF file

Physically Inserted During Fulfillment:

e Paper or USB Exhibits
e Electronic USBs of Proposal




Standard Proposal Sections

e Executive Summary e Community & \
e Documentation (sometimes Communication
in another section; e Management, Org Charts,
sometimes separate) & Resumes
* Financials/Pricing  HR Policies & Benefits
e About Company/ e Training
References e Quality Assurance
* Full Service Plan * Purchasing/Local
e Menus & Menu Purchasing
Development * Accounting & Reporting

e Marketing e Sustainability
wutrition/Allergens /




Let’s Take a Look!

a A

Review of:
* Proposal Narrative
e Complete Proposal
e Exhibits

\ /




End of Day 1!
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