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Governor’s Office of Small, Minority & Women Business Affairs

www.goMDsmallbiz.maryland.gov

« Connect small businesses to greater economic
opportunities

« Oversight, monitoring, and compliance of three
state socioeconomic procurement programs across
70 state agencies/departments

 Conduct statewide outreach and training programs

 Host online resources for small business growth
and development



http://www.gomdsmallbiz.maryland.gov/

Maryland Socioeconomic Procurement Programs

www.goMDsmallbiz.maryland.gov

Small Business Minority Business Veteran-Owned Small
Reserve (SBR) Enterprise (MBE) Business Enterprise
Program Program (VSBE) Program
e Prime contracting e Subcontracting e Subcontracting
program program program
e Basedonsize. State- e Race and gender e Based on verified
defined small specific Veteran status & size
business eligibility e Application-based e Certification starts in
standards apply certification process at eMMA, with a 3 Step
o Online certification OMBE under MDOT Process
process (eMMA) emma.maryland.gov

emma.maryland.gov

MBEs and VSBEs are encouraged fo perform as a prime contractor.



mailto:https://emma.maryland.gov/page.aspx/en/usr/login?ReturnUrl=%2fpage.aspx%2fen%2fbuy%2fhomepage
mailto:https://emma.maryland.gov/page.aspx/en/usr/login?ReturnUrl=%2fpage.aspx%2fen%2fbuy%2fhomepage
mailto:https://www.mdot.maryland.gov/tso/pages/Index.aspx?PageId=90
http://www.gomdsmallbiz.maryland.gov/
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Tina E. Patterson

Principal at Jade Solutions, LLC
Certified Proposal Manager
CEDR Accredited Mediator.




Developing a Proposal Outline
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Our Proposal Support Services

Jade
SOLUTIONS

Proposal
Management

Graphic Design

Schedule
development and
maintenance

Solicitation
review and
analysis

Book Boss

Cost/Price
Support

Color team
reviews

Win theme and
discriminator
development

Contract
Schedule
Development

Jade Solutions, LLC

Proposal writing
and Proposal
editing

Storyboard
assistance

Contracts Support




Why Jade Solutions?

Industry trained and certified personnel, affiliated with leading industry organizations
e Shipley Associates trained personnel
* Association of Proposal Management Professionals members
* Information Technology Infrastructure Library (ITIL) certified personnel
e Configuration Management certified personnel
* National Contract Management Association (NCMA) members

Experience analyzing and responding to solicitations in multiple sectors
* Federal, Commercial, State, Municipal
 Civilian, Department of Defense, Intel Community

Access to partners with complementary support services

Win rate approximately 55%



Why create a proposal outline?

* It is crucial to create a well-organized outline because:

* Much of the subsequent proposal development work stems from the initial
outline.

* The outline helps writers and contributors see where their task fits in relation
to the entire proposal.

* Getting the outline out quickly (and the more detailed the better) accelerates
the ability to start reviewing. Such action shows urgency and is actually the
first step in the review process.

* By following customers’ instructions in the proposal outline, you demonstrate
that you listen to your customers.

Jade



Solicitation sections that impact an outline

e I[nstructions

. SRR
e Factors to consider What type of solicitation:
. * Full and open
* Type of submission .
* Deadline to submit response Set aside
e Deadline to submit questions * When is it due?

* Format of response * What type of submission?
* Font, file submission format

. * Electronic
* Page allocation

, * Hard copy
e Evaluation Factors

. * What is required?
e Factors to consider

, , * Specialized personnel
* Ranking of evaluation factors :
. * Contract Clauses and Deliverables
e Can be used for page allocation P £ Parf
[ J
* Evaluation rating ace of Ferformance

Jade Jade Solutions, LLC



Solicitation elements covered in an outline

e Scope of Work
* Pricing
* Base year
e Option Year(s)
e Personnel

* Key personnel
e Education and certification requirements
* Security requirements

* Place of performance
* Contractor site
* Government Site

e Furnished equipment

* By contractor
* By agency

F ]

Jade



Tips to developing a proposal outline

e Develop your proposal outline exactly as the customer suggests.

* Prepare a top level outline that follows the customer’s organizational
priority:
* Mimic the numbering system, naming conventions, and order listed in the
solicitation
e Assign or allocate all other response requirements within the outline.

* Use informative headings (not just single words) at sub-section levels.

* Allocate pages according to the relative importance of the topic to the
customer (this can be helpful to contributors).

* Annotate outlines, as needed, to guide writers.

Jade



Outline Steps

* Instructions
* Font
* Line spacing
* Number of Volumes
* Page allocation
* Use of graphics, tables, and charts
* Font size requirements

e Evaluation Criteria
* Scope of Work

e Consider
* Introduction or Executive Summary
* Resumes
* Table of contents

Jade Jade Solutions, LLC

SOLUTIONS

| Outlining Guidelines:

* Follow RFP's instructions
* Mirror numbering system
*  Use customer's language

* Resist unsolicited topics

12



Allocate Pages by Topic Importance

Factor Weight Proposal Section Initial Allocation
Technical 50 50
1. System Hardware 14
2. System and Network Software 28
3. Training 8
Management 30 4. Project Management 30
Cost 20 5. Cost 20
Total 100

Adjusted Allocations

# Proposal Section
ES Executive Summary

System Hardware

System and Network Software
Training

Project Management

Cost

a b W N

Total
Contingency
¢ Page Limit per RFP
”
Jade

SOLUTIONS

Pages
6
12
27
10
32
8
95
5
100

Comments
Approximately 5 to 10 percent of total
Reduced; not a discriminator
Equal to weight less executive summary
Increased; hot button of key evaluator
Increased; discriminator for us
Decreased; use tables extensively

Jade Solutions, LLC 13



Storyboards

 Disseminates information and instructions

Can be used by new or experienced proposal writers
* Supports logical section development

Can help writer focus on section(s) assigned to them
* Builds coherent strategy into proposal
 Facilitates coordination between sections

e Can aid with addressing
e Customer requirements
* Win themes
* Discriminators
e Graphics
* Feature/benefit of solution
* Relevant Experience

Jade



iy
STORYBOARD 04/22/2021 Page 1

T3P0 of 4
Proposal Solicitation Contracting |  Contract Period of RFPRelease | ProposalDue | Award | BAP
“""“"!! I Title Number Customer Office Type | YAUe | pecsormance Date Date Date ¥

Understanding the Task: Relevant Proposal Information
Propesal:
Section No.:
Section Topic:
No_of Pages-
No. of Visuals:
Author:

Understanding the Task: Relevant RFP Locations

Instructions (L&)

Evaluation Criteria (M#):
Statement of Work (CH):
Deliverables (F#):
Attachments:

Other:

Analyzing the RFP: Section Compliance Checklist

RFPF Compliance Requi

Section Outline (Based On Instructions/Requirements)

Defining Your Offer:

Major lssues

Approach (TechnicallManagement/Other)

Features and Benefits of Your Solution
Features Benefits

Risk Management
Risk Element | Mitigation Approach




04/22/2021 Page 2

Relevant Experience
Past Perf

Developing Your Strategy

Section Discriminators
Us Them

Relevant Proposal Strategy/Volume Strategy

Section Strategy

Section Theme Statement

Creating Key Visuals

Copy and Paste Graphics from other documents below

Figure Number

Figure Title




04/22:2021 Page 3
STORYBOARD 731 PM o d
Action Cantion
04/222021 Page 4
STORYBOARD 7:31 P of 4

Name
Doe, Jane

TEAM CONTACT LIST
Phone Mobile Home FEmail Location

Jade Solutions, LLC
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Welcome to eMaryland Marketplace Advantage (eMMA)

SM

The State of Maryland’s

eMaryland Marketplace Advantage internet-based
eProcurement tool that
facilitates an open and

transparent procurement

eMMA is Maryland’s new online procurement platform used to connect the vendor community
with contracting opportunities from state, county, and local government entities. Registered
vendors will receive notices of bid opportunities, can submit bid responses online, and may process.
obtain bid results online.

Qualified vendors may also complete the self-certification process for the Small Business
Reserve (SBR) Program and Veteran-owned Small Business Enterprise (VSBE) Program.

eMMA facilitates an open, transparent, and efficient procurement process. We look forward to
doing business with you!

Additional information can be found in the Frequently Asked Questions and Quick Reference
Guides. Any questions please contact the eMMA Help Desk
at eMMA . helpdesk@maryland.gov.

https://emma.maryland.gov

Jade Solutions, LLC 18



Y

MNew / Updated Solicitation: Maryland Ready Action Plan and Evaluation Design and Implementation (Esemall Inbox = a8

ErTy

eMaryland Marketplace Advantage (eMMA) <no-reply.emma@maryland.govs Fri, Jun 17, 9:06 AM (1 day aga) $F
to PATTERSON =
“fou are invited to respond to the solicitation listed below. Please CLICK HERE to access the solicitation in eMaryland Marketplace Advantage (eMMA]L https -//e m m a . m a ryl a n d . gOV

It is important that you read all the documents within the solicitation thoroughly and carefully. If this is Round 2 or greater, you MUST advance your response from the previous nound (update if necessany) and
resubmit

A mew web link is created and shared in the email each time a solicitation round is updated. Be sure to update your bookmarks to the new web Enk as the old link will not contain the new round(s).

= RFxzname: Maryland Ready Action Plan and Evaluation Design and Implementation

- BPMID: 27621 ———————————  Solicitation number in eMMA

=  Main commeodity: Education and Training Services

= Lot# A . » .

+ Round#5 _ Solicitation + number of amendments
* End dste: 5130202 — Solicitation due date

= |ssuing Agency: Maryland State Departent of Education

e look forward to hearing from you,
Regards,

Adrain Pulliam-Smith

This e-mail has been generated automatically, please do not reply to it.

This is an automatically generated e-mail, please do not reply

Jade Solutions, LLC
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Win Themes

* Win themes are higher level features and benefits that transcend the
entire proposal.

* Features are characteristics or elements of your solution that satisfy or exceed
the requirements of the RFP. They may be software, hardware,
methodologies, processes, performance levels, and the number of key
personnel, to use a few examples. They are the means to your end, not the
end itself.

* Benefits are advantages that solve the customer’s problem or address a major
concern. They may include such elements as higher performance levels,
increased efficiency, reduced risk, and/or a solution to the customer’s
problem.

Jade



Win Theme development

e Effective proposals usually have no more than one or two win
themes that are focused on what customers care about the
most — typically low cost, low risk, proven solutions,
innovation, or performance-based accountability.

* Win theme components:
* It links customer benefits to your solution features.
* It supports the solution.
* [t contains specific information.
* |t provides reasons and proof that evaluators need to select you.

Jade



Executive Summary or Introduction

* Executive Summary

* a brief section at the beginning that summarizes the
document. People who read only the executive summary
should get the essence of the document without fine
details.

e Introduction

* introduces the document- it explains what the document
is about. It may include background information, an
outline of central points.

Jade



Jade

Questions to Consider for the Executive
Summary

Why should the customer select you?

How does your proposal align to the customer’s evaluation criteria?
How will the customer benefit from what you propose?

How will the project help the customer achieve their strategic goals?

How do the features of your proposed solution align with challenges the customer
faces?

What sets you apart from your competition (discriminator)?

Have you described all your capabilities and how they may benefit the customer?
How does your corporate culture and values map to the needs of the project?
Can you provide any references or testimonials?

Has your company won any awards that are relevant?

Has your company had any articles published that are relevant?



Management Approach

* Lines of authority/clear organizational structure
* Project/cost controls

* Subcontractor management

* Problem resolution/risk mitigation

e Start-up plan or transition

* Team facilities -- emphasize unique capabilities

* Should be tailored to customer’s needs and benefits and not be a
boilerplate/generic answer

Jade



Staffing/Personnel Plan

* How does your organization plan to allocate staff and
resources to the project?

* What resources are available (including their experience)?
* What is the approach to...

e Recruitment?
* Training?
* Incumbent staff?

» Key Personnel - Resumes, Letters of Commitment / Letters of
Intent

Jade



Past Performance

* How it can be used in the proposal:
* Use recent experience — typically past 3 years
* Tailored descriptions
* Emphasize applicability to program being proposed
* Tie to solicitation scope of work sections
* Explain any shortcomings
* |[dentify benefits and accomplishments

Jade



Reliable
Competent

Expert
Thorough

Contact us

Jade Solutions, LLC
www. jadeitesolutions.com

info@jadeitesolutions.com
240-780-8468

Twitter: @Jade_ Solutions



mailto:info@jadeitesolutions.com

Upcoming Webinars and Workshops

Technical Training Classroom Webinars

Tuesday July 26, 2022
10:00 am
The Art & Science
of Price

Thursday, July 28, 2022
10:00 am
Maryland’s Veteran-Owned
Small Business Enterprise (VSBE) Program

Registration opens approximately 3 weeks in advance.

Y B




Upcoming Webinars and Outreach Workshops

Small Biz Resource Connections Webinars
Friday, August 12, 2022 @ 10 a.m.

Entrepreneurial Development & Assistance Center (EDAC) at
Morgan State University

Ready, Set , GROW! Procurement Connections Workshops (In-Person)
Wednesday, September 21, 2022 @ 10 a.m. @ Horseshoe Baltimore Casino

Registration opens approximately 3 weeks in advance.

Y B




State Procurement Resource

https://www.youtube.com/watch?v=d4Z0uHUJKho&list=PLIgoHh4P01J0W63akD6aGAU8IMTOgzOrX&index=6

C\feleome!

Topic: TECHNICAL
T TRAINING
Procurement 101 CLASSROOM

March 24, 2022 Webinar Series

4 P> Pl € 004714476 @ o @O

Dl


https://www.youtube.com/watch?v=d4Z0uHUJKho&list=PLlgoHh4Po1J0W63akD6aGAU8JmT0qzOrX&index=6

Building A Pipeline of Opportunities

www.goMDsmallbiz.maryland.gov

Mining Public Data

Techniques
Videos & Slide Decks

Lead Generation
Sales Opportunity Conversion

Lead Qualification



http://www.gomdsmallbiz.maryland.gov/
https://www.youtube.com/watch?v=J0i1qgXak1M
https://www.youtube.com/watch?v=9Clieo5rPCA
https://www.youtube.com/watch?v=yOpT_Xr3av8

Resources & Partners

Governor’s Office of Small, Minority & Women
Business Affairs
https://gomdsmallbiz.maryland.gov/Pages/defau

lt.aspx

Maryland’s Office of Minority Business Enterprise
(OMBE)
hitps://www.mdot.maryland.gov/iso/pages/Iinde
x.aspx?Pageld=90

Maryland Department of Commerce
Maryland Financial Incentives for Business
https://commerce.knack.com/maryland-
funding-incentives

Maryland Small Business Development Center
(SBDC)
https://www.marylandsbdc.org/

Maryland Procurement Technical Assistance
Center (PTAC)
https://www.mdptac.org/

Greater Baltimore SCORE
https://greaterbaltimore.score.org/

Maryland Women'’s Business Center (MWBC)
https://marylandwbc.org/

Baltimore-Metro Women’'s Business Center
(Balt-Metro WBC)
https://www.baltmetrowbc.orqg/

ol



https://www.mdptac.org/
https://greaterbaltimore.score.org/
https://marylandwbc.org/
https://www.baltmetrowbc.org/
https://gomdsmallbiz.maryland.gov/Pages/default.aspx
https://www.mdot.maryland.gov/tso/pages/Index.aspx?PageId=90
https://commerce.knack.com/maryland-funding-incentives
https://www.marylandsbdc.org/

To register to receive our and notices of all upcoming
classes & workshops and monthly bulletin go to
www.goMDsmallbiz.maryland.gov.

-STAY CONNECTED ——

Sign up to receive news and
notifications affecting the small
business community:.

*Email Address

" Submit |

1 4
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http://www.gomdsmallbiz.maryland.gov/

Thank you!

for helping to keep

Maryland a
OPEN Maryland

GOVERNOR'S OFFICE
for OF SMALL, MINORITY & WOMEN

BUsi | BUSINESS AFFAIRS
USINness:
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