Proposal structure template
Introduction & summary 

· What’s the big idea? And it’s name
· What are they looking for?
· What is the over-arching objective?
· Why are we best placed to satisfy this objective?
· How have we done a similar thing before?
1.0 Building Value [Rename]

1.1 [bookmark: _GoBack]Reiterate the problem & pain

· Why are they in this situation?
· What have you already told them about the steps leading up to this pain occurring?
· What is the primary pain?
· Issues getting new customers
· Time (too little)
· What impact is this having on their business right now?
· What does this pain cause them to miss out on?
· Why now?

1.2 Echo desires, beliefs, fears

· What beliefs do they have about how you can help?
· What are their fears for getting this decision wrong?
· What will the outcome give them?
· What will it empower them to do / save them from doing that they haven’t considered?
· Is there a fear that might otherwise hold them back from making the decision?  
· How do you overcome that in the way you work
· Which fears have brought them to your door and how might you overcome them together?
· What challenges does the prospect believe they have in this project and how might you overcome them?

1.3 Make them believe you

· How have you done this for others like them?
· Why do they need you, specifically to carry out this service?
· Why should they trust you?
· What assurances are you giving?
· Are you providing the names + email of three referees?
· Do you have a transparent project management system the client can have access to?
· Do you have unlimited revisions?


1.4 Make them value you

· How will you solve their problem with the least possible energy on their part
· What does working with you look & feel like?
· Why should they care about the way you do things vs others?
· How does your proposal address the benefits they believe someone of your skillset can provide?

2.0 Justify the investment & upside [Rename]

2.1 What does victory look like?

· What difference will this make to the client?
· How is your service relevant to their future identity?
· Could you explain the improved situation in the future a little more descriptively
· I’m guessing this will be a distraction for me, convince me otherwise


2.2  What is the upside?   

· What would you this project will deliver tangibly?
· Getting more customers / more revenue 
· Widening exposure or brand awareness
· Establishing a market leader presence
· Saving time
· Quality of life?
· Or is the upside intangible?


3.0 The details [Rename]

3.1 Provide the details (be as specific as possible to avoid ‘scope creep’)

· If you’re building a website, which features, technology etc?
· If you’re providing a marketing service, which channels, how often will you send them reports?
· If you’re in admin, how much interaction will they have from you and which activities will you do for them?
· If you’re a translator, how many words, which language, are there usage restrictions?
· If you’re a content writer, what will you write about, how often?  And what would the depth of each article be?
· If you’re a graphic designer, what are you producing, how many iterations?  Who owns the final intellectual property after payment?
· What’s the timeline?
· What are the milestones for this project?

4.0 Ask for the sale [Rename]

4.1 What are the investment options?

· Why does this investment make sense (short introduction)
· What is the itemized cost for items or main groups of items listed out in the ‘details section’? (optional)
· This gives context for how the price is built
· What are the pricing options?
· You should make combinations of the items from the ‘details’ sections, Ideally creating a table of three options with distinct costs in the rough ratio of:
· Option 1 - $1
· Option 2 - $2.50
· Option 3 - $5

4.2 Make it easy to say yes

· What are the payment terms and why does this benefit the client?
· How easy is it to place the order?
· Recommend electronic signature
· Supply an external link to your terms & conditions rather than adding to the document


4.3 Assume the sale and be clear about the next steps

· What happens now, and how soon will you start?
· ‘Assuming the order is placed by [date] you’ll have [milestone] by [date] – I can provide details for the next available slot after this
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