
  Receive notification of lead
  Add to Lead Tracking Sheet
  Is Capture Plan needed?

	 Develop RFQ/RFP outline & 
schedule

	 Prepare meeting agenda
	 Populate initial template
	 Develop win strategy
	 Identify proposed team and 

project experience
	 Plan or conduct storyboarding 

session
	 Plan for interview

INITIAL QUESTIONS:
	 RFP expectations
	 Client intel / “hot buttons”
	 Win strategy
	 Proposed team
	 Project experience

  Use Opportunity Vetting Form

See Proposal Closeout Process

GO/NO-GO DECISION
Involved: Profit Center Officer, Operations 
Proposal Lead, Marketing Manager, BD 
Lead

AWARE OF LEAD

KICK-OFF MEETING

RFQ/RFP LANDS
NO-GO

GO

PREPARE PROPOSAL

PROPOSAL SUBMITTED

First Draft Review
65% Complete

Second Draft Review
90% Complete

Final Review
99.9% Complete

See Meeting Guidelines on page 2

PURSUIT LIFECYCLE

AVAILABLE FORMS & TEMPLATES
	 Capture Plan

	 Opportunity Vetting Form

	 RFQ/RFP Outline

	 Kickoff Meeting Agenda

	 Storyboarding

	 Proposal Templates

	 Mock Interview Questions

	 Debrief

LEGEND

	 Principal-In-Charge/Operations 
Proposal Lead

	 Marketing Lead

	 Creative Team Input

PRE-RFQ/RFP SOQ/PROPOSAL INTERVIEW

Aware of 
Lead

RFQ/RFP Lands First Draft ReviewKickoff Meeting Final Review Shortlisted

Prep Meeting #1 InterviewCapture Plan Go/No-Go Decision Prepare SOQ/Proposal

Interview Kickoff Prep Meeting #2

Second Draft Review Proposal Due

	 Determine format of
	 presentation: PowerPoint, other 

technology, leave behind, etc.
	 Confirm interview attendees
	 Confirm selection committee
	 Create outline of presentation
	 Create sketch of leave behind
	 Identify client research required
	 Identify strengths/weaknesses of 

competition and our team
 	 Determine attire (match the

	 client’s level of formality)

	 Decide where team will meet
	 prior to interview and how 

everyone will be transported
	 Print final presentation and leave 

behind
	 Rehearse multiple times
	 Mock client interview with Q&A

See Interview Closeout Process

KICKOFF MEETING
with proposed team

PREP MEETING #2
with proposed team

SELECTED FOR INTERVIEW

	 Stumble through presentation 
including slides and leave behind

	 Each presenter take notes of 
others and provide positive 
feedback and constructive 
critique

	 Critique slides and leave behind
	 Finalize materials to 95%

PREP MEETING #1
with proposed team

DEBRIEF

Conduct Client & 
Internal Debriefs

Opportunity Vetting 
Process

Notice of Award


