When an RFP is received, it is assigned to a bid manager (the project manager, if assigned). Bid managers are drawn from the project management resource pool. 
The following steps are performed to ensure adequate resourcing and appropriate approvals throughout the bid process.
	Phase
	Step
	Who

	Initiation
	Form a minimal start-up minimal team (maximum of three people):

· a business development (marketing /sales) person

· a subject matter expert (in the main expertise area of the proposal).
	Proposal manager

	
	Review the RFP and present, within 3 days:

· Proposal development milestone schedule.

· Other people needed in the proposal team based on the subject matter expertise required to respond.

· ROM cost estimate.
	Start up team

	
	Approve and announce the full proposal team and the bid manager (may be either the initial bid manager or another individual, depending on the requirements of the bid). 
	Management

	Planning
	Review the RFP and divide it among the team based on the original categories of subject matter expertise used to identify the team. 
	Proposal team

	
	Refine the proposal development schedule, revisit the milestones, define inch-pebbles, resources, deadlines and budget.
	Proposal team members

	
	Identify consultative resources to be called from inside and outside the organization for short/part time consultation, review, writing, editing, etc.
	Proposal team members

	
	Approve additional consultative resources. 
	Management

	Execution
	Perform a line-by-line RFP requirements search on each component of the (including technical, commercial, legal, management and other issues).
	Proposal team members

	
	Develop a requirements compliance matrix.  
	Proposal team

	
	Review and cross-check the requirements compliance matrix.
	Delivery manager

	
	Develop content for each section of the proposal.
	Proposal team members

	
	Integrate proposal sections into a united document.
	Proposal team

	
	Monitor implementation according to plans
	Bid manager

	
	Facilitate integration meetings
	Bid manager

	
	Coordinate required reviews, approvals and support with senior management.
	Bid manager


