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Proposal Writing Best Practices by RFPSchoolWatch

Writing a winning proposal for government or corporate contracts is both an art and a
science. RFPSchoolWatch has distilled the best practices for crafting proposals that
increase your chances of securing contracts. Following these guidelines will help you
create clear, compliant, and compelling proposals tailored to the needs of the client.

1. Understand the RFP Thoroughly
o Carefully Review the Entire RFP:

o Read every section of the Request for Proposal (RFP), including
appendices and footnotes. Identify all requirements, deadlines, and
submission formats.

o Clarify Any Uncertainties Early:

o Submit any questions to the issuing agency or client by the specified Q&A
deadline. Ensure you fully understand the scope and evaluation criteria
before proceeding.

o Highlight Key Evaluation Criteria:

o Pay close attention to the evaluation criteria and scoring system. Prioritize
your efforts on sections that will have the most impact on the final score.

2. Comply with All Requirements
o Follow Submission Instructions Precisely:

o Ensure that your proposal follows the format requested in the RFP.
Adhere to page limits, font sizes, file formats, and labeling instructions.
Non-compliance can lead to disqualification.

e Build a Compliance Matrix:

o Create a compliance matrix to map each requirement to a specific section
in your proposal. This ensures you address every requirement and makes
it easier for evaluators to find the necessary information.
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e Include All Necessary Documentation:

o Submit all required forms, certifications, and appendices. Missing a single
document, like a financial statement or bonding certificate, can lead to
rejection.

3. Tailor the Proposal to the Client’s Needs
o Focus on the Client’s Objectives:

o Frame your solution in terms of how it benefits the client. Focus on their
goals, challenges, and success metrics. Highlight how your proposal
addresses their specific needs.

o Demonstrate Understanding of the Problem:

o Include a clear problem statement that shows your understanding of the
client’s situation. Offer a solution that aligns with their objectives and
positions you as the ideal partner.

e« Provide Proof of Success:

o Use relevant case studies, references, and performance data to
showcase your experience and past success in solving similar problems.

4. Develop a Strong and Clear Executive Summary
e Write an Engaging and Persuasive Executive Summary:

o The executive summary should clearly summarize your value proposition
and explain why your solution is the best choice. It should hook the reader
and encourage them to read further.

o Align with Client’s Goals:

o Address the client's key concerns and priorities in the executive summary.
Highlight how your proposal offers the best value, mitigates risk, and
ensures successful project outcomes.
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o Be Brief and Focused:

o Keep the executive summary concise, no more than one or two pages,
and avoid technical jargon. It should be written for decision-makers who
may not have time to review the entire proposal in detail.

5. Structure Your Proposal Effectively
o Use Clear Section Headings and Subheadings:

o Break your proposal into easily navigable sections that mirror the
structure of the RFP. This makes it easy for evaluators to find relevant
information quickly.

o Be Logical and Organized:

o Present your solution in a logical order that builds a strong case for why
you should be awarded the contract. Use a flow that progresses from the
problem, through your solution, to the benefits and execution plan.

o Use Tables, Charts, and Graphics:

o Visual aids can help explain complex ideas and make your proposal more
engaging. Use them to highlight timelines, workflows, or cost breakdowns.

6. Showcase Expertise and Value
« Highlight Your Team’s Qualifications:

o Include resumes and relevant experience of key team members. Focus
on their specific expertise that will contribute to the project’s success.

o Offer Differentiators:

o Emphasize what sets you apart from competitors. Whether it's specialized
technology, unique methodologies, or proven cost-efficiencies, make it
clear why your company is the best fit.
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o Provide Value for Money:

o Ensure your pricing is competitive and aligned with market standards.
Highlight how your solution offers the best value, not just in terms of price,
but also in risk reduction, long-term performance, and support.

7. Use Clear and Concise Language
o Write in Plain Language:

o Avoid overly technical language or jargon unless required by the RFP.
Your proposal should be understandable to evaluators with varying levels
of expertise.

« Be Concise:

o Focus on delivering clear and essential information. Avoid long-winded
explanations or repeating the same points across sections.

« Use Active Voice:

o Active voice makes your writing more direct and engaging. For example,
say "We will deliver results," instead of "Results will be delivered by us."

8. Be Transparent with Pricing
e Provide a Detailed Cost Breakdown:

o Include itemized pricing for each component of your proposal, from labor
to materials. Ensure your pricing is easy to understand and corresponds
with the technical proposal.

« Explain the Rationale Behind Your Costs:

o Demonstrate how your pricing delivers value. Justify your costs by
explaining the quality of service, speed of delivery, or added benefits that
set your bid apart.
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o Offer Pricing Alternatives or Options:

o If allowed, offer multiple pricing options (e.g., tiered services) that give the
client flexibility and demonstrate your understanding of their budget
constraints.

9. Proofread and Edit Rigorously
« Review for Compliance and Accuracy:

o Double-check your compliance matrix to ensure every requirement has
been met. Verify that all figures, dates, and names are accurate.

« Have a Fresh Set of Eyes Review It:

o Have someone who was not involved in the writing process review the
proposal for clarity, consistency, and grammar. Fresh eyes can often spot
mistakes or unclear sections that the original writer might miss.

o Eliminate Typos and Formatting Errors:

o A clean, professional-looking proposal is essential. Typos and formatting
inconsistencies can leave a bad impression and detract from the quality of
your content.

10. Submit Early
« Don’t Wait Until the Last Minute:

o Plan to submit your proposal well before the deadline. Unexpected
technical issues, slow upload speeds, or last-minute errors can jeopardize
an on-time submission.

e Confirm Receipt of Submission:

o After submission, confirm with the issuing agency that your proposal was
received and complies with all technical submission requirements (e.g.,
correct file format, complete documents).
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By adhering to these best practices from RFPSchoolWatch, you position yourself to
submit professional, compelling proposals that not only meet the RFP’s technical
requirements but also stand out to evaluators as the best solution for their needs.

®) +1-888-512-7377 ®) customercare@rfpschoolwatch.com www.rfpschoolwatch.com



