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Compliance Matrix Instructions

	The compliance matrix is a tool used to help ensure that the proposal responds to and complies with all RFP requirements. Typically, the following proposal core team members use the compliance matrix tool:

The proposal manager (PM) is responsible for the compliance matrix from RFP release through proposal submission.

· The review team leader (RTL) uses the compliance matrix to aid in blue team and red team reviews.

· The volume leader (VL) uses the compliance matrix to identify where the volume responds to individual RFP requirements.

The compliance matrix is composed of three major sections: RFP, Proposal Response, and Comments and Actions. 

RFP. The “RFP” section has two sub-columns: Section/Page/Paragraph and Requirement. The PM enters the identified RFP requirements and their location in the RFP into the RFP section. This list should accurately reflect not only the requirements in all sections of the RFP, but also requirements in the letter of transmittal, general introductory statements, and any referenced requirements documents (such as the SOW and CDRL). This section of the compliance matrix must be updated if the customer releases amendments or changes to the RFP. If parts of the RFP are long, detailed, or contain run-on sentences, it may be useful to retype these difficult parts sentence by sentence. By doing this, the sentences can be numbered so that it is easier to determine if the individual requirements have been incorporated into the proposal.
	Proposal Response. During the Proposal Development phase, the VL fills out the “Proposal Response” section of the compliance matrix. The compliance matrix helps the VL ensure that the content and organization of his volume follow and address the RFP requirements. As the volume is written, the VL identifies the proposal volume, section/page, and paragraph number for the requirements listed in the RFP section. 

Comments and Actions. The RTL uses the compliance matrix during blue team and red team reviews. The RTL verifies that all RFP requirements are listed and that the proposal is responsive to and complies with each RFP requirement. The RTL may find it useful to assign a review team member to crosscheck RFP compliance for all volumes. The “Comments and Actions” section of the compliance matrix contains notes about the status of the proposal response. Note potential problems, noncompliant responses, and any other issues in this column.

To aid customer evaluation, a compliance matrix is often included with the proposal submission. This is typically a simplified version of the compliance matrix showing only the RFP requirements and their locations and the proposal responses and their locations. This simplified compliance matrix may be included in the front matter of the entire proposal, in the front matter of each individual volume, or on tab dividers for each section. A sample completed compliance matrix is available as a template to follow.
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