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Sign up for our monthly 
newsletter for more 

proposal and marketing 
tips! 

Text KEYSTONE
to 66866

Grab 
your 
phones 



Design, Digital & Proposal Agency



YOUR BOTTOM LINE AGENCY
Houston-based, woman-founded, 14 employees 

Interagency Mentor/Protégé 2016 Graduate 

Goldman Sachs 10,00 Small Business Graduate –
Cohort 1 

87% Win Rate

Certified Proposal Mangers – 15+ years of 
Proposal and Presentation Management 
Experience
University of Houston – HUB Protégé 

Houston Business Journal’s: Fast 100, Top Advertising Agency, Top Graphic Design Firm, 
Top & Fastest Woman Owned  

Culture Awards: Best & Brightest Companies to Work For (Houston & National), HBJ Best Places to Work

Recent Submissions for clients to: 
Texas A&M
Houston Community College 
Fort Bend ISD 
Texas Department of Criminal Justice 
Tulsa Development Authority

Recent Contract Awards: 
City of Tulsa 
City of Houston – Pole Banner Program – $ 1.7 M









• Easy to read

• Organized well 

• Professional 

• Value Proposition

• NAICS Codes / DUNS #

• Services you offer – How you are different 

• Certifications

• Insurance

• References 

• Contact Information 



Defining Our World

Request for 
Qualifications or

Request for 
Information

I need this done. 
Are you Able to build it?

RFQ

Request for Bid or 
Request for Quote

I need this done. 
What will you charge me to 

build it?

RFB

Request for Proposal 
or Request for 

Tender
I have this problem. What is 

the best solution, how much 
it will cost me, and can you 

do it?

RFP



• Easy to prepare

• Price-based response

• Usually for straight commodity or price

• Under a certain value

• More informal

• Price guaranteed for shorter time

• Can be an informal request 

(email or phone call)

• Can be a formal request

• Short response time

• Price is King.

Request for 
Qualifications or

Request for Information

I need this done. 
Are you Able to build it?

RFQ

Request for Bid or 
Request for Quote

I need this done. 
What will you charge me to 

build it?

RFB



Price + benefits = Who will 
reduce the client’s risk the most?

 Takes more planning and effort to prepare

 Competitive process

 Usually for higher valued or higher risk projects

 Structured outline

 Detailed pricing 

 Contract and bonding

 Formal process

Request for Proposal 
or Request for 

Tender
I have this problem. What is 

the best solution, how much 
it will cost me, and can you 

do it?

RFP



Type Client 
Relationship Reputation Experience Solution Competitive Timely Compliant

RFQ * * * * * * *

RFB * * * * * * *

RFP * * * * * * *

Factors to WIN…They are all the same!
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How to Win



Your 
Objectives

Learning 
Opportunity 

Awareness

Foot in the 
Door 

Partnership

Prime / Sub

Win



Win Rate & Capture Ratio
Track your win rate and capture ratio 
for the your business units:
Service Lines / Business Units: 
• Affordable Housing
• Construction
• Investment Management 
Government 
• State
• Local
Partnering Opportunities 
• Prime 
• Teams
Other
• Public-Private Partnerships (P3)



Three Biggies



Compliance vs Responsive



Reviewing
No Interruptions

3 Highlighters – Different Colors 

DO

$$$
???



Proposal Math

1 – Original 
0 – Copies 
1 – Your Copy 
2 COPIES



Tabs / Files / Folders

Cover Letter
Section VII - Proof of Insurance 
Section VIII – General Information Questionnaire (15 Questions)
Exhibit A – Execution of Offer
Exhibit B - HUB Plan
Exhibit F - Pricing



The Matrix



Have a 
minimum of 
3 References 
at all 
times



Have at least three per business line or 
services or product offered

ARCHITECT
• K-12 

• Higher Education 

• Community Centers

STAFFING
• Private

• State 

• Technology

KEYSTONE RESOURCES
• Higher Education 

• City of Houston 

• Non-Profit 



Update References

Update Testimonials 

Call References



How Do You Get A Testimonial Or A 
Reference Letter or A Reference

YOU ASK! 



Before you Ask
Make sure they were happy

More than one project together 
Similar type of project  

Did you leave the project on good terms 

Would they use you again or are you 
doing for continued work for them YOU ASK! 



When you Ask
Let them know what you would like for them to talk about:
• Project Management
• Budget
• Schedule
• Quality of work
• Communication
• Creativity 
• Challenge / Solution / Impact or Result
• Your company's differentiators

YOU ASK! 



Have someone 
call the 
reference



Let the reference know you listed them in a proposal

Dear Mr. Smith, 

Thank you again for your continued business and support.  We are currently pursing 
work with the University of Houston and would like to let you know that we listed you 
as a reference in the submission. 

The evaluation committee will be reviewing the proposals from January 14 –
February 20, and will be calling references during that period. 

Should you have any questions, please don’t hesitate to reach me at 713-874-0162.  



Getting Content



Executive  
Summary 
Worksheet



We have completed XXX projects within 
____________ time frame. 

These projects are similar to proposed project:
• Bullet 1 & why
• Bullet 2 & why
• Bullet 3 & why

The Challenge and solution for XXX project was/is:
Challenge: __(details)______
Solution: __(specifics)______
Result: __(savings, schedule)_

Mad Libs



Features / Benefits / Proof

GREEN – Our offer’s feature/strength statement
PURPLE – Benefit to the client statement
BLUE – Substantiating evidence and proof

EXAMPLE:
We will provide you with the awesome. The awesome
increases efficiency while decreasing your costs. For 
example, we successfully provided the awesome to Acme 
Tomato and their costs decreased 25% in the first quarter 
due to our unique project management expertise and 
implementation.



1. Kick-off
2. Pink Team
3. Red Team 



Scoring

Criteria Weight US Incumbent Company 
A

Technical 25 25 20 15
Past Performance 25 20
Price 25 25
Creative Solutions 20 18
Financial 5 5
Total Score 100 93

Kick-off           Pink Team           Red Team 





Connect with Julie
Julie Marie Irvin
President & Founder
keystoneresources.com 

julie@keystoneresources.com

linkedin.com/in/keystoneresources

twitter.com/@KR_Creative

fb.com/keystoneresources
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