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COMPLIANCE
MATRIX

A workshop for creating this essential
strategic tool to prepare compliant
federal contract proposals
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haron Brooks Hodge, CEO/Managing Partner
aTonia Jones, Founder of The Knowledge Sharing Center




+ WORKSHOP OBJEGTIVES .

By the time this session is over, you will ...

Understand why o Be able to use an Understand that
compliance matrix RFP’s Statement of when the technical
IS more than just a Work to map approach mirrors the
checklist and what proposdal responses evaluation
makes it o directly to the framework, the
strategic tool. evaluation factors, proposer builds trust
showing the reviewer and demonstrates
exactly where and readiness.

how the proposal
addresses each
requirement.

PMP e
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KNOWLEDGE +

ASSESSMENT — wWho Knows?

EFF Section

Fequirement Summary

Response Location

Compliant

(Y/N)

Wotes

Provide cvbersecunty nsk

I Statement| of N . : L . [[Techmcal Volume, |- Includes tailored threat modeling and
Work R and mitigation strategies Sechon 2.1 1 MNIST-aligned mufigation plams
for federal systenys
II. Contractor Frime contractor must be an HECTT orf|Cover Latter, - LEE msfifution: [Insert I.{.ECL
. . ) i Mame], with documented leadership
Chuzhifications HBCU-led consortium Section 1 .
and past performance
I Eev Personmel Identify certified cvbersecunty Technical Volume, ¥ Bios and certifications inchided for
PRy SEse Section 3.2 all key personnel

I;.:-r:-fe:sinu]_a (CISSP, CEH, etc.)

Demonstrate successful delivery of

IV Past . ;i Past Performance _ Includes 3 federal contracts wnth
cybersecurity services to federal or . . Y

Performance = . Volume, Section 1 performance rafings
I;.:-1.1]:|.1v.': sector clisnts

V. Socuceconomc Include 3ub1:un1:mn:l:|.u$ plan with Busmess Volume, ([ Subconfracting plan meludes 40%:

oL small, munonty, and women-owned T .

Participation LT Section 4 participation from SDBs and WEBE=
businesses

VI Capacity D'_!’ oe A _. the ?FDJ_EET. will build Technical Volume, ||.- Includes student imternships, faculty

Buildin cybersecurity capacity within the - - i . 1 v mrorkehy

E HBCU and co by ection 5 ramng, and commmmity workshops

VIL Techmical ~ |Doiilapproach foconfimuous g 3 oo w1 Aligned with FedRAMP, FISMA,
momtormg, incldent response, and T .

Approach . . Section 2.3 and CMMC frameworks
compliance reporting

VIII. Project P].'DT-‘.I.-ﬂE timelme malestones, and sk ||Technical Volume. v Gantt o} § risk register inchuded

Management mutigafion strategies Section &

I Cost Proposal Submit detaled budzet with labor Cost Volume, T Fully itemized with supporting

categones and mdirect rates

Sechon 1

documentation

What is a compliance matrix
why it is important in preparing
a contract proposal?
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How to Create a Federal Contract Proposal

Compliance Matrix

Here's a detailed, step-by-step guide to help you build one from scratch.
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Creafing a compliance matrix is a powerful
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way to ensure your proposal aligns with
every requirement in an RFP _ especially
when you're leading equity-driven, technical,
or federally funded projects.
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Sample Compliance Matriz - HBCU-Led Cybersecuarity RFP

Meed More Than
TRAINING COURSES?T

We've Got That, tool

UCTURE SUPPORT

Compliance Matrix
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REP Section Requirement Summary [Reponse Location (.?.l\f.:" Notes
Fronade cybersecunty nsk . .
I Stasensent of £ . [Technical Volume, |[.- [[neludes suilored threat modeling and z:
. [sosomments and mngation ITANEe y ¥ : 5 RFP &:
Waork fee federal syssems (Sectron 1.1 INIS Tealipred mrhphmi.\r_.
¥ [Lead wsmrution” [Insert HECT
1. Comtractor Prims contractor must be an HBCU cofCover Latter, - . —— . ReEponie Compliant Mot
Qualifications (HBCU -led comsortivsn ISection | h m;:;:} "m'dl“w‘hp AER Saction: Requirament Summary Location vim
1 T — [ldennfy cernfied cybersecunty [Technical Volume. v [Bios and cernfication: mehided for TEiSneta
= Sl 2N ofessomals (CISSE, CEH, esc) [Section 3.2 hall key personnal
IV Past e e ey 9 [past Pesformance | nctudes 3 federal contracts with ve: Onorl
Parformancs :zb]::{:nl.fﬂ::*w LS I alvme, Section 1 [performancs RANSES
= [wTYE]
V. Secicssonamis ]:i"]_',d" m::dm: plan with g [Pusiness Volume, |l Subsomtraeting plan inchades 40% e
Participation =S i . Sechon 4 participation from SDB: and WBE:
(DGl — -
= = vesLiNe Ll
VI Capacity Ii_..;f:u bw?t:;‘::ﬂ wil ::‘H [Technical Volume, v Inchdes student miernshups, faculty
Building 'J‘i:E-lTL' Py » o [Section 5 [oraining. and comsnunity workshops e taT T
[Dietar] approach fo contnuous - . B "
:‘II. Ta::tmt:l. sring, incidnt rerpanse, and Tulm::] -_:\-ﬂum.t hr ;;:E_t‘dﬁ\;cm Ftd.RA_:iﬂ". FISMA,
L cmpliance reportng - N - was L e O
VI Preject Provide nmeline, mdestones. and rizk [Technizal Volume, || G " inehnd
Mapagement o hpation siratepies Secton 6 B chast and rick regicter iz — T
o Suboit detazled badget math labar [Coct Volume. 5 [Fully itennzed with supporting - .
X Cost Proporal abegories and mdiwet rates [Secizon | b jocumertaton
- . [Follow :pecified formatting. page L - ICompliant with all formattmg and ves O o O
L. Propesal Formnat limsts, aed mbosisson instuctons Etire Proposal ¥ ubmuios Faudelme:

[Tk = Fra wei: ]
@ o EE v - Dimsane St D A nnae SeeeEn

|I—IH#¥ -H-% |
=T - B M N L SED MEGES R IEL R

P e T AR gt e e e o Rgp R D
dpe i ) and Pl 3 Dereesau AR T

ETE TE 1 OARsIES 100 | B (REED ST A TSN FHvs (L S e ek Rl Tl &0 P8 15
rasTIs Rk R . The Compdecrs T Coee B deees Dy et
P AR AT T DO T TR LT R I TR sk e
Ot h BUR IS . T SR e o T R H D T Sl e S T T
LS = = R 3 S S I TEER L SR R ST R
AREHTEE TopE W T 1A T R I A o S A D
do- dsharay ans Falps 2 Dereasan CiF D) & wivk £ ey el T cETRLESCE
[ T BT IH MRLT 08 B DR 082 Bl W b T e T TEe ol

AL TG, FWET & PTEET LW DEICUpETE B ey e dink sl
1 TR B B A R S i o e S T e P S
[l B LS S R el RS O R B R TE T T T R
o FC e T

Th b 5 £F B m i mbksnt b0 Bt e TED e 17T s cETaT e
ramsa s B s moomed by B E e BT T S Epp o S g e By

retey B e sk srip e T LT T o 0l U gl ol s g Enede L
oar el mwmen CAR D reaedt 8 pare h 35 B ar 8 e o W c ) 8 D e it
L B T L e Bk n e e e P ek pesd xRl avde e
MR TSRS g o S e D BT S s 5 e el

TV e LRI o LI T s e JED pp el | STl pasenin and

We Are Phenomenal



l Read the RFP Thoroughly

Understand every requirement,
instruction, and evaluation criterion.
Review all sections: Statement of
Work (SOW). Evaluation Criteria,
Proposal Instructions, and
Appendices.




Identify Key RFP Sections

Break the RFP into manageable
components. Create a list of all

relevant sections (SOW Technical
Approach, Key Personnel, Past

Performance). Include any
referenced documents or

attachments.




Extract Requirements
Line-by-Line

Capture every requirement in clear,
actionable language. For each

section, extract specific
requirements (e.q., "Provide a

cybersecurity risk assessment
plan”). Include both technical and

administrative instructions.




Interpret and Rephrase
for Clarity

Make each requirement

understandable and measurable.
Rephrase complex language into
plain terms. Ensure each

requirement can be answered with
“Yes" or “No” for compliance.




Build the Matrix
Structure

Create a table that tracks

compliance. Create columns for RFP
Section, Requirement Summary,

Response Location, Compliant Y/N,
and Notes. Optional columns for

priority level, and evaluation weight.




6 Map Your Proposal
Content

For each requirement, indicate the

section/page of your proposal that

responds to it. Use consistent
naming (e.q., “Technical Volume,

Section 2.17).




Mark Compliance Status

Confirm whether each requirement
Is met. Use “Y" for Yes, “N” for No,

and "P” for Partial if needed. Add
notes explaining partial compliance

or mitigation strategies.




Review for Gaps and
Risks

ldentify missing or weak responses

before submission. Scan for any "N”

or “P” entries and address them.
Ensure formatting, page limits, and

submission instructions are
followed.




Update Throughout the
Proposal Process

Keep the matrix current as the

proposal evolves. Update response
locations and compliance status as

sections are written. Use it as 3
checklist during final reviews.




Attach to Proposal
(Optional)

Provide reviewers with a roadmap of
your compliance. Include the matrix

as an appendix or internal QA tool.
Label it clearly (e.q., "Appendix A -

Compliance Matrix").




4

AGTIVITY

« Use the sample Statement of Work from a
Request for Proposals to build a
Complaince Matrix.

« Your matrix should address all
requirements identified in the Statement
of Work.
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REVIEW —

Now You Know

EFF Section

Fequirement Summary

Response Location

Compliant

(Y/N)

Wotes

Provide cvbersecunty nsk

I Statement| of ssessments and mitization sirafesies Technical Volume, Y Includes tailored threat modeling and
Work T & B 5 leection 2.1 MNIST-aligned mufigation plams
for federal systenys
II. Contractor Frime contractor must be an HECTT orf|Cover Latter, - LHI: msfifution: [Insert I.{.E{: -
. - ) i Mame], with documented leadership
Chuzhifications HBCU-led consortium Section 1 .
and past performance
I Eev Personmel Identify certified cvbersecunty Technical Volume, ¥ Bios and certifications inchided for
PRy SEse Section 3.2 all key personnel

I;.:-r:-fe::inu]; (CISSP, CEH, etc.)

Demonstrate successful delivery of

IV. Past . ) Past Performance . Includes 3 federal contracts wath
cybersecurity services to federal or . . Y

Performance = . Volume, Section 1 performance rafings
I;.:-1.1]:1.112 sector clisnts

V. Socuceconomc Include :ubcuntmn:l:l.ug plan with Busmess Volume, ([ Subconfracting plan meludes 40%:

oL small, munonty, and women-owned T .
Participation businesses Section 4 participation from SDBs and WEBE=
VI Capacity D'_r oe A _. the ?FDJ_EET. will build Technical Volume, ||.- Includes student imternships, faculty
iy cybersecurity capacity within the i . )

Bulding - ) Section 5 fraiming, and commmumnity workshops
HBCU and commmmaty

VIL Technical  [[ociil approach to confmuons ey g e ) yobome |l Aligned with FedRAMP, FISMA.
momtormg, incldent response, and T .

Approach . . Section 2.3 and CMMC frameworks
compliance reporting

VIII. Project P].'DT-‘.I.-ﬂE timelme malestones, and sk ||Technical Volume. v Gantt o} § risk register inchuded

Management mutigafion strategies Section &

I Cost Proposal Submit detaled budzet with labor Cost Volume, T Fully itemized with supporting

categones and mdirect rates

Sechon 1

documentation

What is a compliance
matrix why it is

Important in preparin
a contract proposal?
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EVALUATION

https://forms.gle/9M4TpHCM59kqW6mz7
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https://forms.gle/9M4TpHCM59kqW6mz7
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