1) Proposal Kickoff Planning Sheet
Use this sheet to organize tasks, deadlines, and responsibilities when preparing your proposal.
2) A. Key Milestones & Deadlines
	Milestone
	Deadline
	Notes / Owner

	RFP Release Date
	[Insert Date]
	

	Questions Due To Client
	[Insert Date]
	

	Final Answers Posted
	[Insert Date]
	

	Draft Proposal Ready
	[Insert Date]
	

	Final Internal Review
	[Insert Date]
	

	Submission Deadline
	[Insert Date & Time]
	Confirm time zone and format (email, portal, physical)



3) B. Proposal Task Tracker
	Task
	Assigned To
	Status
	Notes

	Executive Summary
	
	Not Started / In Progress / Complete
	

	Technical Narrative
	
	
	

	Past Performance
	
	
	

	Pricing Proposal
	
	
	

	Attachments / Forms
	
	
	

	Final Formatting / QA
	
	
	



4) C. File Management Checklist
	Item
	Confirmed
	Notes

	File naming conventions followed
	Yes / No
	

	All required formats (PDF, Word, Excel) used
	
	

	No tracked changes or comments left in files
	
	

	Version control managed (final labeled clearly)
	
	

	Files uploaded or emailed correctly
	
	



