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ELUID MARTINEZ
BACKGROUND

• Background in Public Procurements 
• Capture Manager, PCMG

• Deputy Chief Information Officer, NM Human Services Department

• IT Procurement Officer, NM General Services Department

• Chief Information Officer, NM Public Regulation Commission



REQUEST FOR PROPOSAL 
RFP

A request for proposal is a request made, often through a bidding process, by the public
entity interested in purchasing of a commodity or service. It’s not unlike the RFQ (request
for quotation), but it also brings structure to the procurement decision and is meant to
allow the risks and benefits to be identified clearly up front.



• An invitation for bid (IFB) or invitation to bid (ITB) is an invitation to contractors or 
equipment suppliers, through a bidding process, to submit a proposal on a specific project 
to be realized or product or service to be furnished. 

• IFB is generally the same thing as Request for Quotation (RFQ).  The IFB or RFQ is 
focused on pricing, and not on ideas or concepts

BID TYPES



STATEMENT OF INTEREST
LETTER OF INTEREST

• These forms of communications are often used when a procurement is pending.   Many 
times a an organization that is interested in a procurement will submit a Statement of 
Interest/letter of interest.  

• As a perspective offeror, you should focus on what your organization can provide to the entity 
issuing a procurement

• Focus on the anticipated scope

• Highlight you skills 

• How can your organization help them with a solution to a need



RFP DEVELOPMENT WISDOM

A procurement that results in the selection of the best-qualified contractor or most
suitable product does not by itself guarantee a successful project. However, the selection
of an unqualified contractor or unsuitable product is a guarantee of failure.

• New Mexico State Purchasing, Request for Proposal Guide

• http://www.generalservices.state.nm.us/uploads/files/SPD/rfpguide.pdf

http://www.generalservices.state.nm.us/uploads/files/SPD/rfpguide.pdf


RFP FOCUS

By necessity, RFP documents are highly tailored to meet the specific needs of the entity 
conducting the procurement.   There are distinct differences in RFP content for the 
acquisition of various types of items of tangible property versus services and professional-
services-only procurement documents.   There are also distinct differences between the 
procurement documents for single entity one-time procurements versus multi-entity 
(cooperative), multi-vendor, multi-year agreements.  Even with the distinctions noted, the 
process for each is the same and the majority of the procedures and techniques are 
identical.



RFP OUTLINE

• Brief project Overview

• Organization Background

• Project Goals and Target Audience

• Scope of Work and Deliverables

• Timeline

• Technical Requirements

• Principle Point of Contact

• Budget

• Ongoing Support

• Analytics

• Examples of Work to be Completed

• Criteria for Selection

• Submission Requirements

• Evaluation Process



DECIDE TO RESPOND TO THE RFP

Usually the first step is for the RFP project manager to build a “GO OR NO-GO” write up. You
need to first weigh the RFP carefully before you begin bid qualification review or writing a
response for an RFP. If part of the contract doesn’t match your company’s interests or you
really can’t deliver on all the requirements, typically it is best to spend your time elsewhere. The
process behind making this decision varies typically on company size. Smaller companies where
sales associates find and receive RFPs may only have to write up a quick one-page reason as to
why an RFP should be responded to. Larger companies may first make a compliance matrix and
compare the RFP’s requirements to the business’s capabilities.



CREATE A TEAM

One of the most essential part responding to an RFP is having a team of subject matter 
experts (SME).  The team members should be well versed on all aspects of the RFP’s scope.  
Each team member has a critical role in providing technical and/or business solution that 
will be used to draft a written response.  Keep in mind that your team members are also 
assigned to other projects, so keep meetings short and on point.



MEET WITH YOUR TEAM

Either while building the outline or sometime before—typically an RFP team meeting 
occurs.  The Requirements Matrix (created AE) is then converted into working tasks for 
each responsible team member.  For example, you may need to collect technical 
information from your technical team and financials from your finance team.  It is important 
that all team members are on the same page and understand the RFP and its requirements.



SUMMARY OF HOW TO WRITE A RESPONSE

• While you are spending precious time responding to an RFP, so is your competition.  
Here's how yours can secure a place at the top of the pile and earn the in-person time 
with the issuer that solidifies a business deal:

• Read the document once, read it twice, and then re-read it again.  It is imperative to 
closely read the guidelines and documents closely to ensure that you address how to 
best align your team members' experiences with the company's values.



SUMMARY OF HOW TO WRITE A RESPONSE
CONTINUED

• If the process allows, provide a thoughtful, professionally written executive summary that 
addresses how your business offers the best solution.

• Don't limit yourself to the word count in contact forms if you don't have to.  Ask the issuer 
whether they will accept attachments to online forms so that you can explain on how you can 
best serve their needs.

• At the same time, don't write words just to fill space.  Keep your response as concise and 
clear as possible.  Think about the number of RFP responses the potential client may be 
reading.  You may have a 20-page limit, but if you can provide a strong response in 16 pages... 
do it!



SUMMARY OF HOW TO WRITE A RESPONSE
CONTINUED

• Never just find/replace words and recycle or reuse stock answers.  You must be more 
thoughtful if you want to stand out; if you can't tailor your responses, don't invest the 
time in that particular RFP.

• Proofread your document rigorously.  You are under the microscope here.

• Submit your response on time and in the requested format.  However, it's acceptable to 
ask for a reasonable deadline extension if you don't believe the issuer provided enough 
time for you to compile thoughtful responses; in most instances, doing so is an option.



HELPFUL TIP #1

Asking A Question—If you’re being asked a question, answer it!  You’d be surprised at how often people 
get lost in carefully crafting their response that they forget to actually answer the question.  A longer 
answer isn’t necessarily a better answer.  Read the question and take the time to respond concisely. For 
example: If you’re being asked whether you meet a requirement, respond with a ‘yes’ or ‘no’ before 
providing further details.  By answering clearly up front, your prospect doesn’t have to fish your response 
out of a long paragraph or play mind games to decipher what you actually mean.  Most if not all RFPs have a 
Q&A phase, be sure that you submit questions before the Q&A deadline—refer to the RFP 
calendar/sequence of events for dates. This is the only avenue available for potential responders to submit 
questions to the procurement manager; the procurement manager will answer all questions submitted and 
will publish them and/or will email them to all potential offeror/vendors that have registered with the 
procurement manager.  In some cases, after the Q&A is completed an RFP may be revised, so please be aware of 
any RFP revisions.



HELPFUL TIP #2

Avoid canned responses (if possible)—Using approved boilerplate content is great 
because you don’t have to start from scratch or second guess its accuracy.  However, it 
doesn’t need to SOUND like boilerplate content.  Avoid the temptation of sending out an 
uncustomized proposal even when you have the weight of 20 other RFPs sitting on your 
shoulder.  Without customizing your responses, you can appear generic and inattentive.  
Behind every question is a purpose; take the time to understand the context of each 
question and tailor your answers so they are relevant and address the pain your client is 
trying to solve.  It is best to rephrase the requirement/question in your response.  This 
approach sends a message to the reviewer(s) that you have understood the requirement 
have addressed head-on.



HELPFUL TIP #3

When in doubt, just ask—Silently contemplating what a question means won’t help you 
move the needle on your project.  Some organizations issue a time period where vendors 
are freely allowed to ask questions.  Start early, read through all the requirements, and take 
advantage of the allocated time to ask as many questions as needed to paint a clear picture.  
Keep in mind that the questions you ask will be made publicly available to all participating 
vendors so be sure to ask smart questions that everyone can benefit from.  When there’s 
no defined question period, reach out to your main contact to get clarification.  If all else 
fails, make assumptions that’ll help you move forward, but clearly articulate them in each 
response – either at the beginning or within the footnotes. 



HELPFUL TIP #4

Estimate (but don’t underestimate) your review timelines—Your Subject Matter 
Experts (SMEs) are an essential part of your RFP response process, but with constant 
distractions, you could very well lose their attention.  If your SMEs’ replies resemble the 
above, they may be starting to think that you’re wasting their time.  Red Flag Alert!  Build 
trust by minimizing distractions and documenting their responses so you never have to ask 
the same question again.  You can have them be on point for reviewing this information 
when necessary or on an agreed upon schedule.  When your SMEs are happy, they’ll be 
much more inclined to help out, even at the 11th hour.



HELPFUL TIP #5

Verification—Verify that you want and can take on the work.  Responding to an RFP is a 
time-consuming process.  Most companies consider a firm’s response to an RFP an 
agreement that the firm is in a position to handle the work if selected as approved counsel.  
Before responding, confirm that you have no conflicts and that the experience and 
resources required to handle the work are available.   Verification of the terms and 
conditions is important, have someone in your organization review the terms and 
conditions in advance.  Follow the prescribed process as defined by your organization.



HELPFUL TIP #6

• Read the RFP—Read the RFP carefully and completely, including ancillary documents, 
such as Outside Counsel Guidelines. It is not uncommon for the RFP documents to 
stipulate a cap on billing rates, require use of a specific billing system or require “most 
favored nation” status among your clients.  Make certain you are aware of and 
comfortable with all of the requirements before submitting a response.  Make sure you 
understand the scope of the RFP.  Have others read the RFP and meet as a group to 
ensure that you all have the same understanding of the scope and all the requirements.  
Ensure that you are current with any RFP revisions that are published by the procurement 
manager.



HELPFUL TIP #7

Research—Conduct your research. What do you know about the company?  Can you 
determine what internal changes or goals are driving the RFP?  Who do you know within 
the company?  Who do your colleagues know?  Check for inside contacts via your firm’s 
contact management and billing systems, and your LinkedIn connections and those of your 
colleagues. 



HELPFUL TIP #8

Select the Team—Once it has been determined that you are interested in responding to 
the RFP, select your teams.  Decide on the team members you will list in the RFP as those 
who will provide the services to the client.  From that team, select a subset as your “pursuit 
team,” who will assume responsibility for responding to the RFP and handling any 
subsequent interviews or communication with the company.  Follow the prescribed process as 
defined by your organization.



HELPFUL TIP #9

Read the RFP documents Again—With the team in place, reread the RFP with an eye 
toward how to best align the team members’ experience and other attributes with the RFP 
and the company’s values and goals.  Ensure that you are current with any RFP revisions that are 
published by the procurement manager.



HELPFUL TIP #10

Develop your strategy—Working with the pursuit team, set your strategy for 
responding to the RFP. How will you highlight your strengths?  How will you address any 
weaknesses?  What value does your team bring to the client that other firms will not? What 
differentiates your firm?



HELPFUL TIP #11

Write, collate, read and repeat—Armed with an outline or template of the RFP 
requirements, start assembling content, determine what editing is needed and assign a 
pursuit team member to draft any new content.  Follow the format requested or that of 
the RFP itself:  Use the same section and paragraph numbering, titles and subtitles, and 
other format specifics.  If you are pulling information from past RFP responses or marketing 
documents, do so only because it is relevant, not because it sounds good.  Follow the 
prescribed process as defined by your organization.



HELPFUL TIP #12

Cross-reference—Cross-reference each piece of your proposal with the Scope of Work 
and any format requirements listed in the RFP.  Give the reviewers of the responses no 
reason to exclude you from the next round of reviews.  Ensure that all mandatory forms 
are completed and in the correct format.



HELPFUL TIP #13

Cross-reference—Cross-reference each piece of your proposal with the Scope of Work 
and any format requirements listed in the RFP.  Give the reviewers of the responses no 
reason to exclude you from the next round of reviews.  Ensure that all mandatory forms 
are completed and in the correct format.



HELPFUL TIP #14

• Response Submission—Submit your response on time and in the format requested. it 
goes without saying that you must submit your response before the stated deadline.  
Confirm the format in which responses are to be submitted (hard copy, electronic, email, 
online) and the number of copies required. If possible, submit your response early, which 
gives the client a feel for what they can expect in working with you.  Ensure that you are 
current with any RFP revisions that are published by the procurement manager.



HANDOUT: OUTLINE

• Outline

• Background in Public Procurements

• Request for Proposal (RFP, ITB, RFQ)

• Bid Types

• Statement/Letter of Interest (LOI)

• RFP Development Wisdom

• RFP Focus

• RFP Outline

• Decide to Respond to the RFP

• Create a Team

• Meet with Your Team

• Summary of How to Write a Response

• Helpful Tips



HANDOUT: HELPFUL TIPS

• Phase 0: Due Diligence: Go/no Go

• Plan strategy and response with agility

• Scope and Requirements: Gaps, Risks, Constraints

• Ask Ask Ask: Help, Questions

• Avoid canned responses

• When in doubt, Ask

• Avoid underestimate

• Timeline Review – lead/processing time, schedule, 
resources, on-site visit, QA due date and follow up

• Verify

• Research

• Select resources: SME/team, technology

• Review Proposal Responses: repeat 
iteratively/daily and often until submission

• Know RFP Elimination Rules: submit format, 
other factors

• Cross Reference
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