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The Bad &
 The U

gly

Common Mistakes, 
Missteps, and Horror 
Stories



1. What are examples of issues in RFPs that lead to missed 
opportunities?

The Bad and The Ugly1



Recent Example1

9 working days



Recent Example

2 weeks

Due on a Sunday?

1

Errors in RFP; re-used 
old RFP without QC?



2. What is an example of an RFP that led to misunderstandings and 
misalignment of the team selected or project delays? 

3. What defines an RFP as going from bad to ugly? What went 
wrong?

The Bad and The Ugly1



Recent Example1

Electronic submittal only
5 hard copies



The G
ood

Best Practices and 
Success Stories



1. Preparing for RFQ/P

Why and how do consultants pre-position for a RFP?

The Good2



Understanding and Managing the Proposal Process2

Identify Lead
Client Manager

Qualify Lead
Client Manager/Proposal 

Manager

Determine Client Hot 
Buttons

Client Manager/Proposal 
Manager

Conduct Competitive 
Analysis

Proposal Coordinator

Initial GO/NO GO 
Decision

Client Manager, Principal, 
Marketing Manager, Proposal 

Manager

Prepare/Execute
Positioning Action 

Plan
Proposal Coordinator/Proposal 

Manager

Receive/Distribute 
the RFP

Marketing Manager/Proposal 
Coordinator

Final GO/NO GO 
Decision

Client Manager, Principal, 
Marketing Manager, Proposal 

Manager
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Team

Proposal Manager

Conduct Proposal 
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- Develop Detailed Task List
- Develop Schedule

- Assign Responsibilities
- Develop Proposal Theme

Proposal Coordinator

Prepare Draft 
Proposal

Project Coordinator/Proposal 
Manager

Conduct Red Team 
Review

Client Manager, Principal, 
Proposal Manager/Coordinator, 
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for Final Proposal
Proposal Coordinator

Submit Proposal to 
Client

Project Manager

Follow-up Call to 
Client

Project Manager

Obtain Debrief
Proposal Coordinator



What is the agency’s process for releasing an RFP?

When and why should an On-Call List (master service 
agreement) be used?

The Good2



2. Creating an effective RFQ/P

What are the key components to create an effective RFP?

Provide relevant background documents 

Provide agency’s standard consulting contract

Qualifications Based Selection (QBS)

The Good2



3. Issuing the RFQ/P

How can an RFP balance being detailed enough for precision while 
remaining open to innovative solutions from consultants?

What is a reasonable amount of time for proposal response?

The Good2



Example of a Good RFQ/P2

(1) 7 weeks to prepare
(2) Electronic submittal

(3) Contract exceptions allowed



What’s the role of pre-proposal meetings, transparency and open 
communication in the RFP process?

What is the typical cost of preparing a proposal and interview?

What are the most effective criteria for evaluating consultant 
proposals?

The Good2



Sample RFP Criteria

Criteria Points 
Possible

Quality of proposal 25

Expertise and experience of listed team members 25

Related and recent experience completing similar projects 20

Demonstrated experience with community engagement 10

Ability to work cooperatively with and be responsive to agency staff, 
operations staff and stakeholders

10

Availability and staffing to complete the project within the timeframe and 
budget

10

Total Points = 100

2



4. Evaluating the Proposal

Review criteria expressed in the RFP

Follow requested information precisely

How much is a point worth?

Understanding local preference – formal and informal

To Interview or Not to Interview?

When is an in-person interview better than virtual?

The Good2



1. Provide notice of upcoming RFPs to consultants

Consultants can start doing their “homework”

Some firms won’t pursue if BD staff wasn’t aware of RFP prior to 
issuance

Results in more and better proposals

2. RFP Distribution list

Consultants (on-call list or wider distribution?)

Lead Services (Deltek, Integrated Marketing Systems)

Ask colleagues for referrals for similar projects

Example of a Good RFQ/P

City of Gonzales

2



Example of a Good RFQ/P

City of Gonzales

4 weeks to prepare

Pre-proposal meeting

Negotiation

Contract exceptions



Best Practices for Good RFPs

Clear selection criteria

RFP schedule +4 weeks

Open/transparent 
communication with agency 
throughout process

Negotiable contract terms & 
conditions

Short list firms for interviews

Formal notification of selection 
and offer debrief

City Manager, Finance staff, User 
Department Support

Clarity, specificity, and alignment 
with project goals

Clear budget and schedule

Qualifications Based Selection 
(QBS)

Advance notice of RFP

Use of On-Call/Master Service 
Agreements

Detailed scope of services and 
technical requirements

2



Questions and Answers
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