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Vision Statement
Be our members' preeminent professional development resource by providing
meaningful industry engagement, increasing na onal recogni on, and promo ng the
highest caliber of business development.

Hot Tip of the Month

Snappy Headers Make for Happy Evaluators!

While we all know that it takes days, weeks, and some mes
months to respond to a Request for Proposal (RFP), the decision-
making commi ee wants to review and evaluate proposals as
quickly as they can. That said, it is crucial to include persuasive
headers that break up your proposal content. Remember to get
crea ve and add value to your headers and sub-headers so that
you are differentiating your services from the competition.

Upcoming Events

Lunch & Learn Webinars
September 11, 2018

Coffee Talks
August 14, 2018

Open Board Position - Apply Now!

There's currently one open position on the PNW Board of Directors - Marketing Manager. A description
of the position is shown below.

http://apmp-pacificnw.org/


If you are interested in serving on the board and would like more informa on, please contact us today
at apmp.pnw@gmail.com. We would love to set up an interview with you to discuss this posi on in
more detail!

Ask OrcaAsk Orca
Dear Orca:
 
I work for a consul ng company that submits a lot of proposals to
government agencies. We have seen an increase in requests for
electronic or online submissions of our proposal materials. In fact, I  am
preparing to submit my first online proposal next month and am
concerned because I don’t know what to expect. Can you provide me
with a list of some things to prepare for with online submi als? Much
appreciated!

 
Signed,
Questions & Concerns in Connecticut

~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~

Dear Questions and Concerns:
 
Thank you for asking this question. Online or electronic proposal submittals have been around for
a while but clients reques ng this as the exclusive means of submi al is definitely becoming
more prevalent in some sectors of business. So, you are not alone in your desire to understand
the ins and outs of this process.
 
As with any proposal effort, one of the best approaches to online submittals is two-fold:

Be Prepared and Start Early!  

Below is a list of the top five things you can do to prepare for success, when setting your team up
for an online proposal submittal.
 

mailto:apmp.pnw@gmail.com


1.      Visit the online site as early as possible to assure your accessibility. Depending on your
computer se ngs, you may have to download so ware or request security waivers to access
the site.
 
2.      Ask the procurement officer ques ons about file upload limits. If the site or
procurement document does not specify, it is good to inquire about any poten al file size limits
before trying to upload so you know, if you need to downsize or split your submi al into
manageable parts.
 
3.      Check your proposal a achments for unexpected security se ngs. Sometimes
supplemental documents like financial statements or policy manuals may be encrypted, which
will prevent you from uploading them to a submittal site, so check for these settings early.
 
4.      Give yourself an extra day for submi al before the deadline. With the possibility of
unforeseen delays like those described above, you want plenty of me to troubleshoot. I have
even seen special forms reques ng new informa on not included in the regular procurement
pop up when trying to submit online. So, give yourself time to address these issues.
 
5.      Request verifica on of submi al receipt, especially if the site does not provide it. If
you are in any doubt that your submi al has been processed, email or call the procurement
contact to receive confirma on of receipt. If you’ve submi ed a day early and the system is
having any malfunc on, this can give you an avenue for not being disqualified or considered late.
 
As always, we hope you found this informa on helpful. If you have a ques on you would like to
ask, please send it to apmp.pnw@gmail.com with the subject line: “Ask Orca.” We look forward
to hearing from you!

Pacific Northwest Certification Scholarship

Application Period is Now Closed

The scholarship is established to support a member of the Pacific-Northwest APMP Chapter to
complete a level of APMP cer fica on. The chapter will pay the fee for a qualified member to complete
the test to gain certification.

Qualified members submi ed their applica ons by the extended due date of July 15, 2018. The PNW
Board of Directors are reviewing applica ons now. Awards will be announced in our August 2018
newsletter.

Managing an RFP Post-Release
(How to Not Let Being Behind Slow You Down)

Probably more than once in your proposal professional career you’ve been
handed an RFP a er it’s been released with no prior knowledge or
warning – i.e. there’s been no capture or other opportunity preparatory
development and/or you’re more than one week out. Heck, for some of
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us, it’s a regular occurrence. The me lapses between RFP release, when
you receive the assignment and due date will determine the steps you’ll
need to take and their urgency. 

While you cannot always plan for an unexpected RFP, there are things you
can do to help your team be er handle the situa on and execute the
assignment. Below is a list of the top 10 steps towards success when
working on a cold RFP post release:
 
1)     Do not panic. Remember, you are a proposal professional – this is
your jam – you got this.
 
2)     Look for immediate requirements/deadlines. Scan through the procurement first to determine
immediate requirements, such as if a site visit is required and if there is, when names and other related
informa on need to be submi ed. If you have missed the deadline, try contac ng the customer;
some mes they will extend the deadline to accept late submissions. The same goes for ques ons – if
you’ve missed a deadline – check to see if you can s ll submit ques ons (if you have any) a er the
deadline. If not, then you and your subject matter experts (SMEs) will just have to do your best. 
 
3)     Confirm submi al method. These days, most customers prefer electronic submi al. However,
some customers s ll require a hard copy. If there is a hard copy submi al, check with the customer to
see if they will accept an ini al electronic submi al, and then a hard copy mailed to them a er the
deadline. The days saved in mailing you can put to use in proposal preparation. 
 
4)     Assess needed resources. Is this something that is within your company’s core capabili es, or do
you need subcontractors or teaming partners? If the la er, get in touch with your SMEs – if any are
assigned to the project – and find out if there is a list of trusted subcontractors that you can call on. This
must be done as quickly as possible for two reasons – a) the clock is cking on your proposal and the
longer it takes to find a match the longer you wait for your proposal source material; and b)
competitors may be contacting those same subcontractors for the same services. 
 
5)     Use your phone. In a world of non-stop email and where in-boxes are overflowing, people o en
cannot process their emails fast enough; this can affect your response me when you need a
subcontractor or SME to get back to you. If you need a fast response, pick up the phone and call them.
Instead of wai ng a day, two days, or a week for your response, you’ll get your answer that same day –
maybe that same hour.
 
6)     Divide and conquer. If you are more than a team of one and can delegate, do so. Trying to tackle
everything by yourself can be stressful, and when you’re stressed and hurried, mistakes can happen;
you can accomplish things faster and more efficiently when working as a team.
 
7)     Re-use previous content when possible. They say Rome wasn’t built in a day, but some mes you
only have days to generate your proposal. If you have an exis ng proposal that will fit your need, it’s
okay to break the copy and paste rule and use it. Just make sure to have someone do a thorough
compliance check and proof, making sure not to leave key elements of the previous customer and
requirements in with the new.
 
8)     Go to the library. Related to the above, if you have a content library, it will be helpful if you have
exis ng past performances, resumes, and even “blurbs” or text about regularly used topics on file to
grab from. File them in a centralized loca on, if possible, such as SharePoint, where everyone on your
team can access them. Then, when an unexpected RFP rears its head, you can quickly locate what you
need.
 
9)     Ask for an extension. If you know that you won’t make a deadline (or would truly benefit from
addi onal me), ask the customer for an extension. Asking doesn’t guarantee that you will get one, but
some mes you might. It also helps if you have a good reason, too, to request one, such as: “We are s ll
awai ng informa on from our subcontractors and respec ully request an extension to provide the
most compe ve and best value proposal to the Government.” Be truthful in your request, though - if
there are really no wild horses keeping you from finishing your proposal, don’t men on them. And be
careful, too, not to overuse this op on – it’s a li le like crying wolf – request an extension too o en



from the same customer and soon they will not want to grant you one.
 
10) Review the bid/no bid decision. If when reviewing RFP requirements, you find elements that do
not fit into your company’s mission statement/vision and core capabili es; or if a RFP is le  with too
short a meframe and not enough resources, that is a sign that you may need to take a second look at
the bid/no bid decision. Depending on your posi on within the company, that may be your call or
something you bring to your supervisor or executive management.

Networking and LearningNetworking and Learning
In an effort to provide our members with mul ple opportuni es to connect, network and learn from
each other, we will con nue to offer our bi-monthly Lunch & Learn Webinars alterna ng with a
monthly Coffee Talk. While the Lunch & Learns will feature presenta ons by industry recognized
experts, the Coffee Talks are meant to be more informal and provide an avenue for us to get to know
each other better. 

You don't want to miss out, so, mark the following dates on your calendar. We look forward to mee ng
with you soon!

 
As an added bonus, a er each Lunch & Learn, we will be randomly selec ng one
attendee to receive a prize for their a endance. The prize this month is a Starbucks
gift card.

Our July winner will be announced in the August newsletter so check back here to find out who won!

Lunch & Learn Webinars 

September 11, 2018

How to Succeed Managing
Proposals and People

We are excited to have Krystn
Gull, CP APMP Fellow who is a Marketing/Pursuit
Strategy Manager at Burns McDonnell  present our

September Lunch and Learn session. As the date
approaches, more details wil l  be shared about this

session.

Click here to
Register Now!

Coffee Talks

August 14, 2018

To Template or Not to Template Your Writing

There are different schools of thought around
whether it is a best practice to use pre-written
narrative content as a starting point in proposal
development. What has been your experiences
with the creation, use and storage/updating of

proposal narrative templates? We would love to
hear your thoughts and learn from each other

some best practices that work for you.

Click here to
Register Now!

Interested in sharing your own expertise with the chapter? We would love to hear from you.
 

CONTACT US today and let us know what is most important to you!

Benefits of MembershipBenefits of Membership

https://attendee.gotowebinar.com/register/2011523923823836417
https://attendee.gotowebinar.com/register/3848979381458041857
mailto:apmp.pnw@gmail.com


Certification Opportunities

APMP offers the world’s first, best and only industry-recognized certification
program for professionals working in a bid and proposal environment. APMP
certification is the global standard for developing and demonstrating proposal
management competency.

  Achieving APMP Certification:
Demonstrates a personal commitment to a career and profession.
Improves business development capabilities.
Creates a focus on best team practices.
Gains the respect and credibility of peers, clients and organizational leaders.
May result in additional compensation.
Reinforces bid/proposal management as an important role within an organization and not as an
ad hoc function that anyone can perform.

Visit the APMP Website to Learn More!

     

http://www.apmp.org/default.asp?page=AccreditationProgram

