Proposal Template
Understanding Your Situation
Open with the client's problem in their own language. Name the problem specifically, describe the cost of it continuing, and state what success looks like to them. Two to three paragraphs. Do not mention yourself or your credentials here.
Client name: ________________________________
Core problem statement: ________________________________
Cost of inaction (specific): ________________________________
Client's definition of a successful outcome: ________________________________
What We Will Do Together
Describe your approach at a high level in plain language. Explain what you will do and why this approach is the right fit for their specific situation. Connect your method to the problem they described. Avoid jargon. Two paragraphs maximum.
Approach summary: ________________________________
Why this approach fits this client's situation: ________________________________
High-level outcome the client can expect: ________________________________
Scope and Deliverables
List every deliverable by name. Include the format, milestone or target date, revision rounds included, and any client inputs required. Follow with an explicit out-of-scope list. End with the change order clause: any work outside this scope will be identified in advance and quoted separately before proceeding.
Deliverable 1 — name, format, milestone, revisions included: ________________________________
Deliverable 2 — name, format, milestone, revisions included: ________________________________
Deliverable 3 — name, format, milestone, revisions included: ________________________________
Client inputs required: ________________________________
Out-of-scope items (list at least three): ________________________________
Change order clause: ________________________________
Investment
Open with a value anchor: restate the cost of inaction or the business value of solving the problem. Then present two or three options. Mark the Recommended option clearly. Include a one-sentence description of who each option suits best. Close with the proposal expiry date.
Value anchor statement: ________________________________
Option A — name, deliverables, price, best for: ________________________________
Option B — name, deliverables, price, best for (mark as Recommended): ________________________________
Option C — name, deliverables, price, best for: ________________________________
Proposal valid until (date): ________________________________
Next Steps
Tell the client exactly what happens when they say yes. Number each step. Include the deposit amount, contract timing, kickoff process, and project start date. Keep it concrete and sequential so there is no ambiguity about what to do next.
Step 1 — how to confirm (reply, sign, or link): ________________________________
Step 2 — contract and deposit timeline: ________________________________
Step 3 — kickoff questionnaire or onboarding step: ________________________________
Step 4 — kickoff call date or scheduling link: ________________________________
Project start date: ________________________________
About Us
One short paragraph on your relevant experience, matched to this client's industry or problem type. Follow with one or two brief case study summaries: client type, problem, outcome — three sentences each. Close with one or two testimonials in real, unpolished language.
Relevant experience paragraph: ________________________________
Case study 1 — client type, problem, outcome: ________________________________
Case study 2 — client type, problem, outcome (optional): ________________________________
Testimonial 1: ________________________________
Testimonial 2 (optional): ________________________________
