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What is Compliance Matrix?

2

The compliance matrix is a tool used to help ensure that the 
proposal responds to and complies with all RFP requirements.

It maps the requirements of the RFP down to the location in the 
response where the requirement is answered.



What is Compliance Matrix?

3

It is a tool for managing response preparation and demonstrating 
compliance to the customer.



Purpose of a Compliance Matrix
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It shows you what requirements must be addressed in a given 
section.

It enables you to validate that all requirements have been 
responded to.

It makes it easier for you (and potentially your customer) to 
understand the RFP and how to navigate your response to it.



Purpose of a Compliance Matrix
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It also helps Proposal Managers and Internal Reviewers verify that 
the proposal meets all requirements.

A complex RFP needs a Compliance Matrix to map the requirements 
to the outline.

A good compliance matrix also serves as a plan of action for writers.



Building a Compliance Matrix
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Read the RFP thoroughly.

From the very beginning make a list of all the requirements 
identified.

The compliance matrix should capture the requirement, the 
location of the requirement in the RFP, and the location in the 

proposal where the corresponding response appears.



Building a Compliance Matrix
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It should include the elements for both the RFP and the proposal 
response.

Create your compliance matrix early in the planning process, before 
writing begins, and update it throughout the proposal process.



Best Practices
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Prepare a compliance matrix for every bid request
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The compliance matrix is a must-have planning document which 
always has to be created, regardless of the bid size or timeline.

A compliant proposal shows the customer that you are experienced, 
have a professional attitude, and are easy to do business with.



Prepare a compliance matrix for every bid request
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A compliance matrix makes it easy for evaluators to judge your 
proposal and locate specific sections of the response.

It is also used by proposal team members like Proposal Manager, 
Volume Lead, Writers, Reviewers and Management.



Build the compliance matrix early
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Preparing a compliance matrix saves time by reducing mistakes 
and rework.

It helps teams break down, or shred, requirements and bunch them 
into bundles appropriate for different sets of stakeholders.



Build the compliance matrix early
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The compliance matrix should precisely parallel the structure of the 
RFP. 

Developing a compliant proposal is the critical first step towards 
winning the bid.



Shred the RFP line by line
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Separate every requirement while shredding the RFP into separate 
rows within your compliance matrix. This has the following 

benefits:

Provides proposal writers with a tool to clearly address each 
requirement.

Enables reviewers to thoroughly assess the compliance of your 
proposal.



Shred the RFP line by line
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Allows room for simple updates following RFP amendments.

Enables the Proposal Manager to effectively manage and follow up 
on requirement responses from different stakeholders.



Tailor the compliance matrix for your customer 
and setting
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Customize the content of the compliance matrix to the situation and 
team needs.

A basic compliance matrix starts out with the following:

Section (section number of each question)

Section/subsection title (identifies each question or requirement)

Page (where each question is found)

Requirement (stated with an active verb)



Tailor the compliance matrix for your customer 
and setting
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Different stages of complying (denoted by letters F, P, N)

Comments (these reference name and page number of 
documentation that you supply as part of the response)

You can include additional information based on the situation.



Create your compliance matrix using a spreadsheet 
application
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Building your matrix in a spreadsheet application is extremely 
useful when making amendments or changes.

If the compliance matrix is built line by line within a spreadsheet, 
making changes and sorting is very easy.



Create your compliance matrix using a spreadsheet 
application
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The sorting function also enables users to toggle between ordering 
the compliance matrix by proposal section or RFP section.

It allows the Proposal Manager to separate different requirements 
by stakeholders’ names.



Follow the customer’s lead
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Follow the numbering system used in the RFP in your compliance 
matrix and in your proposal. 

Use the customer’s words and phrases in the compliance matrix.

Base your content plan or section outline on the compliance matrix.



Follow the customer’s lead
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Follow the order of topics exactly as it appears in the checklist.

Recheck your work using a software to see that every requirement 
has been listed. 



Keep the compliance matrix up to date throughout the proposal 
process
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The compliance matrix must be updated after all internal and 
external changes to the following:

Proposal outline (section name, number, order, space allocation)

Proposal team (section authors)

RFP (instructions, evaluation criteria, requirements, addendums)



Keep the compliance matrix up to date throughout the proposal 
process

22

Your internal proposal planning and evaluation are only valuable if 
your compliance matrix is complete and accurate.



Submit a response matrix with your proposal
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A response matrix is a derivative of the compliance matrix that 
shows where a given requirement is answered.

It  as a roadmap for evaluators to easily connect each proposal 
section to its respective compliance items.



Enhance compliance with responsiveness
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Responsiveness is seen when you address the customer’s both 
stated and underlying needs.

The best proposals with the highest win probability are both 
compliant to the RFP and responsive.



Enhance compliance with responsiveness
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Requirements marked as disqualifiers mean that if the response is 
non-compliant, the proposal will not even be evaluated.

Carefully review all “partially comply” and “non-comply” responses 
against customer requirements.



Use the compliance matrix as a selling tool

26

Construct a compliance matrix that contains a brief statement of the 
proof of the compliance and also reiterates a win theme or 

discriminator.

This makes the evaluator’s job easier, and it leaves an impression of 
the bidder as a customer-focused organization



Use the compliance matrix as a selling tool
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Make the layout of the compliance matrix as user-friendly and easy 
to read as possible.

Treat the compliance matrix as an opportunity to sell to the 
customer and show them that you are thorough, thoughtful, and 

focused. 



Summary
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Summary
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A compliance matrix is both a guide to the evaluator and a checklist 
for the Proposal Manager to make sure every requirement is 

answered.



Summary
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Compliance matricesshould be
created early in the proposal process, before writing begins.



Summary
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The compliance matrix also serves as a response assignment matrix 
for the Proposal Manager to effectively manage and follow 

up on responses.



Summary
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A good compliance matrix ensures that all customer requirements 
have been answered.



Summary
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A compliance matrix should always be used in any proposal 
in any industry.



Summary
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Proposal developers can develop a compliance matrix by shredding 
an RFP line by line.
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