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How to Write Winning Business Proposal: Examples & Free Templates (2024)
By Aditya Sheth , Jan 25, 2024

The great Mark Cuban once said, “Sales cure all.” If a business doesn’t sell, it doesn’t make money and by extension the business fails. That’s why you need to write business proposals .
A well-written business proposal can often mean the difference between winning or losing a prospective client.
In this in-depth guide to creating business proposals, we show you how to close more deals, make more sales and crush your business goals — all by using easy-to-edit professional business proposal templates .
Here’s what this guide will cover (click to jump ahead):
What is a business proposal, what are the components of a business proposal.
	How to write a business proposal step by step

What should you include in a business proposal?
What are the types of business proposals, more business proposal examples + writing and design tips.
	FAQs about business proposals

Looking for a shortcut? Watch this quick video for an overview of everything to include in your business proposal:

An effective business proposal is a document used by a B2B or business-facing company (this may not always be the case, but most B2B SaaS companies do so) where a seller aims to persuade a prospective buyer into buying their goods or services.
A business proposal outlines what your business does and what you can do for your client . It can be general like this business proposal example:

Or it can be more specific, like this business proposal template which focuses on proposing a project for the Newton Center Rail:

Or this business proposal sample, which presents a plan for a social media strategy and campaign:

To design a business proposal that holds the client’s attention, identify their pain points . Then provide your buyer with the right solution to alleviate those frustrations.
Working on a new project? These project proposal examples might come in handy for you.
The components of a business proposal can change depending on the field, company size and client needs. While details may differ, strong proposals typically introduce your company, explain the problem, offer a solution and its benefits, highlight your team’s skills, and outline timeline, cost and next steps.
How to write a business proposal step by step
Before you start creating your business proposal template, you need to understand the business proposal format. At a high level, your effective business proposal should include the following:
Create a compelling business proposal title
Build a table of contents, craft the executive summary, write a detailed problem statement, propose your solutions, showcase your team’s expertise, create a realistic timeline.
	Present your payment structure

Specify the terms and conditions
Receiving the decision.
Below, you can see business proposal examples that demonstrate how to include these 10 sections.
A compelling title could mean the difference between someone reading your proposal or ignoring it in favor of a competitor’s . 
What makes a good title page? Here are the essential elements to include: 
	Your name along with your company’s name
	The name of the prospect (or their business) 
	The date you’re submitting the proposal


The gray business consulting proposal template above contains all the details a prospect would want to know. The title also offers a strong tangible benefit to the prospective buyer. Honestly, “Who doesn’t want to grow their business?”
The table of contents is a fundamental part of every winning business proposal template. It makes your proposal scannable and easy to read.
The people you will be pitching to are usually C-level executives. These are busy people who don’t have time to read your entire proposal in one go.
That’s why most of the business proposal examples in this list include a table of contents.
Adding a table of contents to your document makes it easy for them to go through it at their own pace. They can also skim through parts of the proposal that they deem more important. You can see how this abstract business proposal template uses the table of contents:

You can also make your business proposal template easier to navigate by adding hyperlinks to the document, particularly in the table of contents. This way your clients can jump to specific sections without having to scroll through the entire document. 
It’s easy to add hyperlinks in the Venngage editor. Select the text you’d like to turn into a link, then click the link icon in the top bar. From there, select the page you want to link to! Then download your completed design as an Interactive PDF .

The executive summary is a staple in all kinds of annual reports , leadership development plan , project plans and even marketing plans . It is a concise summary of the entire contents of your document. In other words, write a business proposal outline that is easy to glance over and that highlights your value proposition.
The goals of your executive summary are:
	Introduce your company to your buyer
	Provide an overview of your company goals
	Showcase your company’s milestones, overall vision and future plans
	Include any other relevant details

This gray business proposal example has a detailed yet short executive summary including some social proof in the form of clients they’ve worked with:

Take note of how precise this business proposal example is. You want to keep your executive summary concise and clear from the get-go. This sets the right tone for the rest of your proposal. It also gives your buyer a reason to continue reading your proposal.
Pro Tip: Try to write an executive summary such that, even if your prospective client doesn’t read the entire proposal (with a good executive summary, they most likely will), they should have a clear idea about what your company does and how you can help them.
The point of writing a business proposal is to solve a buyer’s problem. Your goal is to outline the problem statement as clearly as possible. This develops a sense of urgency in your prospect. They will want to find a solution to the problem. And you have that solution.
 A well-defined problem statement does two things: 
	It shows the prospect you have done your homework instead of sending a generic pitch
	It creates an opportunity for you to point out a problem your prospect might not be aware they had in the first place. 


This bold business proposal template above clearly outlines the problem at hand and also offers a ray of hope i.e. how you can solve your prospect’s problem. This brings me to… 
The good stuff. In the proposed solution section, you show how you can alleviate your prospective buyer’s pain points. This can fit onto the problem statement section but if you have a comprehensive solution or prefer to elaborate on the details, a separate section is a good idea.
Spare no details regarding the solution you will provide. When you write a business proposal, explain how you plan to deliver the solution. Include an estimated timeline of when they can expect your solution and other relevant details.
For inspiration, look at how this business proposal template quickly and succinctly outlines the project plan, deliverables and metrics :

At this point, the prospect you’re pitching your solution to likes what they’re reading. But they may not trust you to deliver on your promises. Why is this?
It’s because they don’t know you. Your job is to convince them that you can fix their problem. This section is important because it acts as social proof. You can highlight what your company does best and how qualified your team is when you write a business proposal for a potential client.

This free business proposal template showcases the company’s accolades, client testimonials, relevant case studies, and industry awards. You can also include other forms of social proof to establish yourself as a credible business. This makes it that much more likely that they will say yes!
Pro Tip: Attaching in-depth case studies of your work is a great way to build trust with a potential client by showcasing how you’ve solved similar problems for other clients in the past. Our case study examples post can show you how to do just that.
To further demonstrate just how prepared you are, it’s important to outline the next steps you will take should your buyer decide to work with you.
Provide a timeline of how and when you will complete all your deliverables. You can do this by designing a  flow chart . Or add a  roadmap  with deadlines. Pitching a long-term project? A timeline infographic would be a better fit.
If you look at this abstract business proposal template below, even something as simple as a table can do the trick.

The timeline is not always set in stone, rather it’s an estimation. The goal is to clarify any questions your potential client might have about how you will deliver for the underlying B2B sales process.
Present your payment and terms
On this page, you can outline your fees, payment schedule, invoice payment terms , as well as legal aspects involved in this deal. You can even use the  Excel Invoice Template  to create professional-looking invoices (including brand logo and other elements) and add them to this page.
The key to good pricing is to provide your buyer with options. A  pricing comparison table can help with this. You want to give your client some room to work with. Make sure you’re not scaring off your client with a high price, nor undervaluing yourself. 
Breaking up your pricing in stages is another great way to make sure your potential client knows what he’s paying for. Look at how this simple business proposal template does this:

The legal aspects can slot right into the terms and conditions section. Alternatively, you can add them to the signature section of the proposal to keep things simple.
Summarize everything you have promised to deliver so far. Include what you expect from your prospective buyer in return.  Add the overall project timeline from start to end, as well as payment methods and payment schedule. This way, both of you will be clear on what is being agreed on.
This step is very important as it outlines all the legal aspects of the deal. That is why the terms and conditions section of your proposal needs to be as clear as possible.

I recommend consulting a lawyer or your legal team when working on this section of the business proposal. If you’re a business veteran and understand the legalities of your business, you can use the same terms and conditions across all your proposals.
The final step of this whole process. Your client has read your business proposal and they want to buy what you have to offer.
Add a small section at the end of your proposal to get the necessary signatures. This way, you and your client can sign the proposal and the partnership becomes official.
Be sure to also include your contact information in your business proposal template. It acts as a gentle prompt to your client to contact you in case they have any questions. A professional way of doig that would be to include an e-business card with your contact details, email i.d and any other social links you want to share. You can go through this article for the best digital business cards .

A business proposal usually aims to answer the following questions: 
	Who you are and what your company does
	The problem your buyer is facing
	The solution your company offers to alleviate the problem
	How your company will implement this solution effectively
	An estimate of resources (time, money, etc) required to implement the solution

You can see how this sample business proposal template covers the above points.

Notice how this proposal template addresses the same project like in one of the previous templates, but uses a completely different design style (more retro, while the previous business proposal template is more modern and minimalistic).
Generally, there are three types of business proposals:
1. Formally solicited 
A formally solicited business proposal is made when you respond to an official request to write a business proposal.
In this scenario, you know all the requirements and have more (if not all) information about a prospective buyer. You simply need to write the business proposal for your buyer to evaluate so you can begin the sales process .
2. Informally solicited 
Informally solicited business proposals are written when there isn’t an official request for a proposal. A prospective buyer is interested in your services and asks for a proposal so they can evaluate it.
An informally solicited proposal requires a lot more research from your end. These types of proposals are usually created out of informal conversations. They are not based on official requests which often contain more detail.
3. Unsolicited 
Think of this as a marketing brochure or a cold email . Unsolicited business proposals will often take a generic, one-size-fits-all approach to business proposals. Unsolicited proposals lack any understanding of the buyer or their requirements.
But with additional  market research , personalization and identifying customer pain points , you can propose a customized solution based on your buyer’s needs. This can be a very persuasive approach, such as in this business proposal example:

Now that you know how to write a business proposal, let’s look at how you can optimize your proposal to deliver results!
Below you’ll find some winning business proposal templates and examples to get you started. I’ve also included some design tips to keep in mind when you’re creating your next business proposal: 
1. Know your audience 
If you have some clarity on who your ideal buyer is — their pain points, their budget, deadlines, among other things — you’ve already won half the battle.
If you are a business that helps clients with everything from running giveaways or helping grow their blog , identify which customers to pitch. This is a sure-shot way to close the deal.
Mapping user personas  for your ideal buyer can help bring some clarity. It will also help you position your business proposal correctly. This improves the chance of your buyer moving your business proposal to the “Yes!” pile.
2. Put your brand front and center
If your company follows certain brand guidelines, incorporate them in your business proposal templates. Consider how business proposal examples like the one below highlight brand identity :

From the color palettes to the company logos , everything follows their brand guidelines. The result: a business proposal that’s consistent across the board.
Pro Tip: Switching this template to match your brand assets is actually pretty easy. Venngage’s My Brand Kit feature allows you to import your color palettes, logos as well as font choices. Any Venngage template can now be your template.
You can also consider this sample business proposal template:

App design companies sure do know their design. They did a phenomenal job keeping their brand colors consistent while opting for a black design. This unique color scheme also makes their white logo prominent throughout the proposal.
3. Try less text, more visuals
Have you ever read a proposal and thought to yourself, “Wow, this is all text and has no images, I love it!”? Yeah, me neither.
The free business proposal template below is a perfect example of the “less is more” principle. It does a phenomenal job of communicating what it needs to. By substituting some of the text with icons and visuals, you get a clean business proposal that’s much more scannable.

Want to keep things strictly professional? Instead of icons, you can always add your team’s headshots. This shows your buyer exactly who they’ll be working with.  
Check out this formal business proposal format for some inspiration:

4. Switch up your business proposal designs
It doesn’t hurt to go above and beyond once in a while. Jazz up your business proposal template with some extra colors. This helps make your business proposal more engaging. It also helps your buyers retain information faster.

The business proposal example alternates between black, white and grey backgrounds. It still manages to maintain consistency in its branding . Just switching up your backgrounds once in a while can also bring in some variety to an otherwise standard business proposal.
This SEO business proposal sample proves that it’s possible to switch up the colors in every other page. But it still maintains the same color scheme across the entire proposal just like a professionally designed website : 

Pro Tip: Not a color expert? Our guide on picking colors can help you pick the right color scheme for your proposals.
FAQ about business proposals
What is the purpose of a business proposal.
A business proposal aims to streamline the B2B sales process (which is often complex ) between you as a seller and a buyer.
It does this by serving the dual purpose of acting as a source of information. The proposal also acts as a sales pitch aimed at convincing your buyer why they should buy what you have to offer.
What are the best practices for business proposal design?
	Do a thorough spell-check. The goal of your business proposal is to convince your buyer why you’re the perfect person for the job. A proposal with typos or grammatical errors communicates the opposite. A thorough spell-check before you send your proposal is a must.
	Keep things clear and readable: Clarity is an important aspect that you have to ensure in your business proposal. If you want your proposal to hit home and make an impact on the buyer, you have to write it in an understandable way. To keep things clear and readable, there are a couple of things that you can do. You can, for one, take care to use easy wording and segmented sentences from the get-go. You can also try paraphrasing the hard parts of your proposal once you are done writing it.
	Let your brand shine. As discussed before, writing a business proposal is all about knowing your ideal buyer and focusing on their pain points. But that doesn’t mean your business proposal template has to be boring. Demonstrate how different you are compared to other companies. You can do this through your brand guidelines , by using more visuals, switching up your proposal design or showing off your personality in your writing . 
	Create a business proposal PDF. Downloading your business proposal in PDF format allows you to attach other collaterals with your business proposal. These can include a company explainer video or case studies showcasing the work done with past clients. Also, who doesn’t love saving paper?

How long should your business proposal be? 
The length depends on the scope of the work as well as the complexity of the project. Here is a one-page business proposal template:

Can your business proposal template really be one page? Yes, as long as you understand who your buyer is and their pain points. You should also have the ability to communicate everything your ideal buyer needs to know about your business in a succinct manner.
Or if you’re feeling adventurous how about just two pages? Often, clients prefer if you go straight to the point and avoid all the fluff.
For example, this green modern marketing proposal template wastes no time in getting down to brass tacks:

Need more inspiration? Check out this blog on the 5 marketing proposal examples that’ll help elevate your business.
There is no one size fits all approach when it comes to deciding how many pages you should include in your business proposal template. And at the end of the day, “the only rules are the ones you set for yourself”.
At the end of the day, writing winning business proposals that sell is all about you understanding your buyer, their potential pain points and positioning yourself as someone who can alleviate those pain points. 
Now that you know how to write compelling business proposals, what are you waiting for?
Take action and start creating your own business proposals to close more deals and grow your business today!
More business communications templates + writing tips you might be interested in…
	31 Consulting Proposal Templates to Close Deals
	20+ Professional Business Letterhead Templates + Branding Tips
	How to Write a White Paper [Tips & Templates]

	Contact sales

Start free trial
How to Write a Project Proposal (Examples & Template Included)

Table of Contents
What is a project proposal, types of project proposals, project proposal vs. project charter, project proposal vs. business case, project proposal vs. project plan, project proposal outline, how to write a project proposal, project proposal example, project proposal tips.
	ProjectManager & Project Proposals

A project proposal is a project management document that’s used to define the objectives and requirements of a project. It helps organizations and external project stakeholders agree on an initial project planning framework.
The main purpose of a project proposal is to get buy-in from decision-makers. That’s why a project proposal outlines your project’s core value proposition; it sells value to both internal and external project stakeholders. The intent of the proposal is to grab the attention of stakeholders and project sponsors. Then, the next step is getting them excited about the project summary.
Getting into the heads of the audience for which you’re writing the project proposal is vital: you need to think like the project’s stakeholders to deliver a proposal that meets their needs.
We’ve created a free project proposal template for Word to help structure documents, so you don’t have to remember the process each time.

Get your free
Project Proposal Template
Use this free Project Proposal Template for Word to manage your projects better.
In terms of types of project proposals, you can have one that’s formally solicited, informally solicited or a combination. There can also be renewal and supplemental proposals. Here’s a brief description of each of them.
	Solicited project proposal: This is sent as a response to a request for proposal (RFP) . Here, you’ll need to adhere to the RFP guidelines of the project owner.
	Unsolicited project proposal: You can send project proposals without having received a request for a proposal. This can happen in open bids for construction projects , where a project owner receives unsolicited project proposals from many contractors.
	Informal project proposal: This type of project proposal is created when a client asks for an informal proposal without an RFP.
	Renewal project proposal: You can use a renewal project proposal when you’re reaching out to past customers. The advantage is that you can highlight past positive results and future benefits.
	Continuation project proposal: A continuation project proposal is sent to investors and stakeholders to communicate project progress.
	Supplemental project proposal: This proposal is sent to investors to ask for additional resources during the project execution phase.

A project proposal is a detailed project document that’s used to convince the project sponsor that the project being proposed is worth the time, money and effort to deliver it. This is done by showing how the project will address a business problem or opportunity. It also outlines the work that will be done and how it will be done.
A project charter can seem like the same thing as a project proposal as it also defines the project in a document. It identifies the project objectives, scope, goals, stakeholders and team. But it’s done after the project has been agreed upon by all stakeholders and the project has been accepted. The project charter authorizes the project and documents its requirements to meet stakeholders’ needs.
A business case is used to explain why the proposed project is justified. It shows that the project is worth the investment of time and money. It’s more commonly used in larger companies in the decision-making process when prioritizing one project over another.
The business case answers the questions: what is the project, why should it be taken up, who will be involved and how much will it cost? It’s therefore related to a project proposal, but the project proposal comes before the business case and is usually part of the larger proposal.
Again, the project proposal and the project plan in this case are very similar documents. It’s understandable that there would be some confusion between these two project terms. They both show how the project will be run and what the results will be. However, they’re not the same.
The project proposal is a document that aims to get a project approved and funded. It’s used to convince stakeholders of the viability of the project and their investment. The project plan, on the other hand, is made during the planning phase of the project, once it’s been approved. It’s a detailed outline of how the project will be implemented, including schedule, budget, resources and more.
All the elements in the above project proposal outline are present in our template. This free project proposal template for Word will provide you with everything you need to write an excellent project proposal. It will help you with the executive summary, project process, deliverables, costs—even terms and conditions. Download your free template today.

There are several key operational and strategic questions to consider, including:
	Executive summary: This is the elevator pitch that outlines the project being proposed and why it makes business sense. While it also touches on the information that’ll follow in the project proposal, the executive summary should be brief and to the point.
	Project background: This is another short part of the proposal, usually only one page, which explains the problem you’ll solve or the opportunity you’re taking advantage of with the proposed project. Also, provide a short history of the business to put the company in context to the project and why it’s a good fit.
	Project vision & success criteria: State the goal of the project and how it aligns with the goals of the company. Be specific. Also, note the metrics used to measure the success of the project.
	Potential risks and mitigation strategies: There are always risks. Detail them here and what strategies you’ll employ to mitigate any negative impact as well as take advantage of any positive risk.
	Project scope & deliverables: Define the project scope, which is all the work that has to be done and how it will be done. Also, detail the various deliverables that the project will have.
	Set SMART goals: When setting goals, be SMART. That’s an acronym for specific, measurable, achievable, relevant and time-bound. All your goals would be defined by those five things.
	Project approach: Define the approach you’ll use for the contract. There are several different types of contracts used in construction , for example, such as lump sum, cost plus, time and materials, etc. This is also a good place to describe the delivery method you’ll use.
	Expected benefits: Outline the benefits that will come from the successful completion of the project.
	Project resource requirements: List the resources, such as labor, materials, equipment, etc., that you’ll need to execute the project if approved.
	Project costs & budget: Detail all the costs, including resources, that’ll be required to complete the project and set up a budget to show how those costs will be spent over the course of the project.
	Project timeline: Lay out the project timeline , which shows the project from start to finish, including the duration of each phase and the tasks within it, milestones, etc.

In addition to these elements, it’s advisable to use a cover letter, which is a one-page document that helps you introduce your project proposal and grab the attention of potential clients and stakeholders.
To make the best proposal possible, you’ll want to be thorough and hit on all the points we’ve listed above. Here’s a step-by-step guide to writing a persuasive priority proposal.
1. Write an Executive Summary
The executive summary provides a quick overview of the main elements of your project proposal, such as your project background, project objectives and project deliverables, among other things. The goal is to capture the attention of your audience and get them excited about the project you’re proposing. It’s essentially the “elevator pitch” for the project life cycle. It should be short and to the point.
The executive summary should be descriptive and paint a picture of what project success looks like for the client. Most importantly, it should motivate the project client; after all, the goal is getting them to sign on the dotted line to get the project moving!
2. Provide a Project Background
The project background is a one-page section of your project proposal that explains the problem that your project will solve. You should explain when this issue started, its current state and how your project will be the ideal solution.
	Historic data: The history section outlines previously successful projects and those that could have run more smoothly. By doing so, this section establishes precedents and how the next project can be more effective using information from previous projects.
	Solution: The solution section addresses how your project will solve the client’s problem. Accordingly, this section includes any project management techniques , skills and procedures your team will use to work efficiently.

3. Establish a Project Vision & Success Criteria
You’ll need to define your project vision. This is best done with a vision statement, which acts as the north star for your project. It’s not specific as much as it’s a way to describe the impact your company plans to make with the project.
It’s also important to set up success criteria to show that the project is in fact doing what it’s proposed to do. Three obvious project success criteria are the triple constraint of cost, scope and time. But you’ll need to set up a way to measure these metrics and respond to them if they’re not meeting your plan.
4. Identify Potential Risks and Mitigation Strategies
To reduce the impact of risk in your project, you need to identify what those risks might be and develop a plan to mitigate them . List all the risks, prioritize them, describe what you’ll do to mitigate or take advantage of them and who on the team is responsible for keeping an eye out for them and resolving them.
5. Define Your Project Scope and Project Deliverables
The project scope refers to all the work that’ll be executed. It defines the work items, work packages and deliverables that’ll be delivered during the execution phase of your project life cycle. It’s important to use a work breakdown structure (WBS) to define your tasks and subtasks and prioritize them.
6. Set SMART Goals for Your Project Proposal
The best mindset when developing goals and objectives for your project proposal is to use the SMART system :
	Specific – Make sure your goals and objectives are clear, concise and specific to the task at hand.
	Measurable – Ensure your goals and objectives are measurable so it’s obvious to see when things are on track and going well, and conversely, when things are off track and issues need to be addressed. Measurable goals make it easy to develop the milestones you’ll use to track the progress of the project and identify a reasonable date for completion and/or closure.
	Attainable – It’s important every project has a “reach” goal. Hitting this goal would mean an outstanding project that extends above and beyond expectations. However, it’s important that the project’s core goal is attainable, so morale stays high and the job gets done with time and resources to spare.
	Relevant – Make sure all of your goals are directly relevant to the project and address the scope within which you’re working.
	Time-Based – Timelines and specific dates should be at the core of all goals and objectives. This helps keep the project on track and ensures all project team members can manage the work that’s ahead of them.

7. Explain What’s Your Project Approach
Your project approach defines the project management methodology , tools and governance for your project. In simple terms, it allows project managers to explain to stakeholders how the project will be planned, executed and controlled successfully.
8. Outline The Expected Benefits of Your Project Proposal
If you want to convince internal stakeholders and external investors, you’ll need to show them the financial benefits that your project could bring to their organization. You can use cost-benefit analysis and projected financial statements to demonstrate why your project is profitable.
9. Identify Project Resource Requirements
Project resources are critical for the execution of your project. The project proposal briefly describes what resources are needed and how they’ll be used. Later, during the planning phase, you’ll need to create a resource management plan that’ll be an important element of your project plan. Project requirements are the items, materials and resources needed for the project. This section should cover both internal and external needs.
10. Estimate Project Costs and Project Budget
All the resources that you’ll need for your project have a price tag. That’s why you need to estimate those costs and create a project budget . The project budget needs to cover all your project expenses, and as a project manager, you’ll need to make sure that you adhere to the budget.
11. Define a Project Timeline
Once you’ve defined your project scope, you’ll need to estimate the duration of each task to create a project timeline. Later during the project planning phase , you’ll need to create a schedule baseline, which estimates the total length of your project. Once the project starts, you’ll compare your actual project schedule to the schedule baseline to monitor progress.
Now let’s explore some project proposal examples to get a better understanding of how a project proposal would work in the real world. For this example, let’s imagine a city that’s about to build a rapid transit system. The city government has the funds to invest but lacks the technical expertise and resources that are needed to build it, so it issues a request for proposal (RFP) document and sends it to potential builders.
Then, the construction companies that are interested in executing this rapid transit project will prepare a project proposal for the city government. Here are some of the key elements they should include.
	Project background: The construction firm will provide an explanation of the challenges that the project presents from a technical perspective, along with historical data from similar projects that have been completed successfully by the company.
	Project vision & success criteria: Write a vision statement and explain how you’ll track the triple constraint to ensure the successful delivery of the project.
	Potential risks and mitigation strategies: List all risks and how they’ll be mitigated, and be sure to prioritize them.
	Project scope & deliverables: The work that’ll be done is outlined in the scope, including all the deliverables that’ll be completed over the life cycle of the project.
	Set SMART goals: Use the SMART technique to define your project goals by whether they’re specific, measurable, achievable, relevant and time-bound.
	Project approach: Define the methodology that the project manager will employ to manage the project. Also, figure out what type of contract will be used to define the project.
	Expected benefits: Show how the project will deliver advantages to the company and define what these benefits are in a quantifiable way.
	Project resource requirements: List all the resources, such as labor, materials, equipment, etc., needed to execute the project.
	Project costs & budget: Estimate the cost of the project and lay that out in a project budget that covers everything from start to finish.
	Project timeline: Outline the project schedule, including phases, milestones and task duration on a visual timeline.

Whatever project proposal you’re working on, there are a few tips that apply as best practices for all. While above we suggested a project proposal template that would have a table of contents, meaning it would be many pages long, the best-case scenario is keeping the proposal to one or two pages max. Remember, you’re trying to win over stakeholders, not bore them.
Speaking of project stakeholders , do the research. You want to address the right ones. There’s no point in doing all the work necessary to write a great proposal only to have it directed to the wrong target audience. Whoever is going to read it, though, should be able to comprehend the proposal. Keep the language simple and direct.
When it comes to writing, get a professional. Even a business document like a project proposal, business case or executive summary will suffer if it’s poorly constructed or has typos. If you don’t want to hire a professional business writer, make sure you get someone on your project team to copy, edit and proof the document. The more eyes on it, the less likely mistakes will make it to the final edition.
While you want to keep the proposal short and sweet, it helps to sweeten the pot by adding customer testimonials to the attachments. Nothing sells a project plan better than a customer base looking for your product or service.
ProjectManager & Project Proposals
ProjectManager allows you to plan proposals within our software. You can update tasks for the project proposal to signify where things stand and what’s left to be done. The columns allow you to organize your proposal by section, creating a work breakdown structure (WBS) of sorts.
When building a project proposal, it’s vital to remember your target audience. Your audience includes those who are excited about the project, and see completion as a gain for their organization. Conversely, others in your audience will see the project as a pain and something to which they aren’t looking forward. To keep both parties satisfied, it’s essential to keep language factual and concise.
Our online kanban boards help you think through that language and collaborate on it effectively with other team members, if necessary. Each card shows the percentage completed so everyone in the project management team is aware of the work done and what’s left to be done.

As you can see from the kanban board above, work has begun on tasks such as product documentation and design. Tasks regarding stakeholder feedback, ideation, market research and more have been completed, and there’s a good start on the engineering drawings, 3D rendering, supply chain sourcing and translation services.
A PDF is then attached to the card, and everyone added to the task receives an email notifying them of the change. This same process can be used throughout the life-cycle of the project to keep the team updated, collaborating, and producing a first-class project proposal. In addition to kanban boards, you can also use other project management tools such as Gantt charts , project dashboards, task lists and project calendars to plan, schedule and track your projects.
Project proposals are just the first step in the project planning process. Once your project is approved, you’ll have to solidify the plan, allocate and manage resources, monitor the project, and finally hand in your deliverables. This process requires a flexible, dynamic and robust project management software package. ProjectManager is online project management software that helps all your team members collaborate and manage this process in real-time. Try our award-winning software with this free 30-day trial .

Deliver your projects on time and under budget
Start planning your projects.
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JUMP TO SECTION
1. Research and outline the parts of your business proposal
2. Build the title and table of contents
3. Write your executive summary
4. Get into the project details
5. List deliverables, milestones, and budgets
6. Craft the conclusion and appendix
7. Edit and professionally polish your proposal
What is a business proposal?
A business proposal is a written offer of a product or service to a prospective customer. Winning business proposals help secure funding, expand projects, and grow your business.
What should be included in a business proposal?
There are a few key questions that should be answered in your business proposal:
	Who are you? What does your company do?
	What problems are your buyers facing?
	What solution does your company offer to solve the problem?
	How will your company successfully implement the solution?
	How much money, time, and other resources do you estimate will be required to implement the solution?


Types of business proposals.
Before you can decide how to structure your proposal, it’s important to understand what type of proposal is most appropriate for the situation. While there are different types of proposals in different industries, they usually fall into one of these three categories:
Informally solicited business proposal.
This type of business proposal is for when no official request has been made for a proposal. Informally solicited proposals stem from spontaneous, informal conversations with a client or vendor — unlike official requests that contain much more detail. You might write one if a prospective buyer is interested in your products or services and asks for a business proposal so that they can analyze it. With these types of requests, prospective buyers will not normally ask for competing proposals. This type of proposal will require a decent amount of additional research on your end.
Unsolicited business proposal.
An unsolicited business proposal is for when you wish to approach prospective customers with a proposal, although they didn’t request one, in hopes of securing them as customers. These proposals are more generic and act like a cold email or marketing brochure. This type of business proposal is created without the understanding of the potential customer and their requirements. By conducting market research and identifying customer pain points, you can create a personalized solution based on each individual buyer’s needs.
Formally solicited business proposal.
Formally solicited business proposals are created upon official request for a business proposal to be written. With this type of proposal, you will have most (if not all) the information required to understand a prospective buyer’s needs. All you have to do is write the proposal for the buyer so that they can analyze it and you can start the sales process. Formally solicited proposals are typically written as a response to published requirements from the business that is searching for proposals. These will be created because of a public posting asking for proposals. These clients are likely looking through multiple proposals to try and find the best fit.
Why write a business proposal?
Business proposals are huge for new businesses looking to expand. Whether you’re an established small business pitching clients or crafting a business proposal for investors to help you grow, this document can help you with everything from securing funding to growing an existing project.
A business proposal is a document that helps you:
	Document realistic plans and projections
	Attract new clients and new business
	Bring in investors for funding
	Outline additional structure for growth
	Identify strengths and weaknesses of your current business model
	Showcase new pricing models and other relevant metrics

Sound like something that might be useful? Here’s how you create one.

How to write a business proposal.
Business proposals can vary in formatting, but there are some key elements that any business proposal should have. Some of the most essential elements include a title page, table of contents, details on your company’s “why” in the executive summary, a problem or need statement, a proposed solution, qualifications, a timeline, pricing, billing, legal information, clarification of terms and conditions, and the acceptance section where your potential buyer can sign the document.
You will want to make sure you have a comprehensive understanding of the business before composing your proposal. It can be helpful to set up an initial meeting or call to gain insight into what the client wants from your business. If the business has shared an RFP with you, be sure to give it a thorough read-through. After your research is complete, you can create your business proposal. Detailed below are the key elements to begin.
1. Research and outline the parts of your business proposal.
You likely know what you want to do to expand your business already, so you have probably done plenty of research. If you haven’t, it’s important to come into the process well prepared and informed before you outline. Make sure that you have case studies, pertinent data, and compelling examples of how your proposal will lead to benefits for your client before you begin.
Building a business proposal is a highly structured process, which means that an outline is essential. An outline can be as simple as a one- or two-page document, with bullet points breaking key areas down into quick summaries that you can then expand into full sections.
For a basic outline, writing a small section for each step that follows in this guide is a great way to organize and set up your proposal. You can use steps 2–6 here as the framework for your outline. You can even build out the entire document in a PDF editor . You’ll be able to drop pages in add PDF comments to your proposal on the fly.
2. Build the title and table of contents.
The introduction to your business proposal is always the title. Creating a strong, solid title page gives a prospective client an idea of the value proposition, as well as what is going to follow within the proposal. This is the first step in getting eyes on your work. Especially if the proposal is unsolicited, you have to make sure to excite your audience, assuring them that your proposal is going to solve their pain points.
The table of contents summarizes the remainder of the proposal and helps readers reference where different sections start and end, but it can also be a way of providing additional small summaries of each section — it’s up to you. There are many types of proposals — from sales proposals to marketing proposals — and the table of contents can give clues to your audience about what you’re selling and how it benefits them.
3. Write your executive summary.
The executive summary functions as an introduction to your reader. In some ways, it’s like a cover letter — a concise introduction and summary of your proposal. You’ll want to introduce your company (especially if the proposal is unsolicited), give an overview of your business goals and objectives, show off some milestones you’ve already hit, lay out what the future path is, and explain how the proposal you’re writing is the first step of that path.
You’re talking to decision makers and potential customers, so you want to make sure that you’re reeling your audience in as much as possible with snappy writing that outlines what they can expect in the following sections of the proposal.

4. Get into the project details.
Problem, solution, qualifications. These three words are the mantra of this section. Your proposal needs to identify the client’s problem and immediately follow up with a proposed solution. Problem statement plus solution equals a happy client who is excited about coming to work with you.
And, during all of this, you must demonstrate your expertise through qualifications. If your company or business is certified and has a track record of success solving this particular problem, showcase it. If you need additional capabilities to achieve what you need, identify that as well. At the end of this section, your target audience should walk away confident you can meet any client’s needs.
5. List deliverables, milestones, and budgets.
After you outline project details, identify specific deliverables this proposal will produce. For instance, if your proposal is to open a new branch of your business in a new region, identify all the steps that will happen in that process, what they’ll cost, and what the timeline is. Striving for accuracy and professionalism in this section is key, as it demonstrates that you’re serious about what you’re trying to do. Coming in with examples of previous successes can also demonstrate proof that your process works.
While a proposal can be a formal document, it doesn’t have to be stodgy. A winning proposal has eye-catching headings, is free of typos, and outlines the time frames, scope of work, and payment schedules that a client can expect if they accept.
6. Craft the conclusion and appendix.
End with a strong call to action that lets the reader know what they should do next. That can be a salesperson’s number or a contact form online to discover more. An appendix that contains reference materials, definitions, methodology, and other relevant items can also be effective.
7. Edit and professionally polish your proposal.
A business proposal is bolstered by two things: solid writing and elegant design. If you are writing a Request for Proposal (RFP) , you will want to include the following elements:
	An introduction to your company and background information on the project
	The project goals and scope of services needed
	A deadline for receiving bids
	A timeline for when you expect to select a winning proposal
	Which specific elements you would like included in the proposal
	Any specific challenges you’d like the contractors to solve
	Your estimated budget range for the project

Whether you’re creating a Request for Proposal (RFP), a solicited proposal, or a series of case studies, Acrobat Pro gives you the tools to design beautiful and eye-catching proposals — and you don’t even have to start from scratch. There are dozens of free business proposal templates available to start working from, and Acrobat makes it easy to add graphics, images, and creative formatting to your proposal.
Plus, if you’re sharing your proposal digitally, you can easily add graphs, pricing tables, links, and attachments to enhance the overall experience for readers. Your table of contents can be hyperlinked throughout the document, and you can send readers to supplementary documents elsewhere.
Creating a compelling proposal and tidy cover page with Acrobat Pro is only a few more steps away. You can start learning how with helpful guides and tutorials, and soon you’ll have a business proposal that will grow and enhance your business.
Keep exploring
https://main--dc--adobecom.hlx.page/dc-shared/fragments/seo-articles/seo-caas-collection
https://main--dc--adobecom.hlx.page/dc-shared/fragments/seo-articles/acrobat-color-blade
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A business proposal is a document sent to a prospective client that outlines a firm’s product or service offerings. It also explains how you will provide a solution, the cost, timeline, and qualifying information, such as your background and prior work experience. In this article, we outline eight steps for how to create a business proposal, offer a free proposal template, and provide best practices for writing proposals.
Creating a sales proposal can feel tedious, especially if you’re drafting it from scratch each time. We’ve created a free template that you can use as a resource for your sales proposal.
FILE TO DOWNLOAD OR INTEGRATE
Free Sales Business Proposal Template

Thank you for downloading!
💡 Quick Tip:
Use ClickUp for free to see your entire sales funnel in one place.
	✓ Free forever, unlimited users
	✓ Manage all leads, emails and tasks
	✓ Create presentations, lead forms, and contracts
	✓ Professional workspace templates

After you’ve downloaded our free template above, you can now customize it according to your business needs as you follow the steps to writing a proposal below:
1. Determine Sales Proposal Requirements
The first step in learning how to write a business proposal is knowing what needs to be included. Government agencies, public universities, and large corporations typically use requests for proposals (RFPs). These are formal solicitation requests for products or services in which the requirements are normally laid out line by line and must be followed precisely.
If you are writing a proposal for a potential customer undergoing your unique sales process , include things a decision-maker would like to see. For instance, pricing, timelines, and the proposed solution regarding quantities and the mode of product or service delivery are critical purchasing factors enclosed in the document.
Pro tip: ClickUp is a free-forever project management tool that helps teams:
	Create professional proposals
	Collaborate with shared tasks and team chat
	Assign tasks to teammates

Visit ClickUp
ClickUp project management board (Source: ClickUp )
2. Gather Necessary Information
Gathering essential information and materials for your proposal can be complex because each potential client may want different details. This could demand other personnel to get involved in pulling the documents and information needed. For instance, some may only request the price and proposed solution, while others will ask for your background story, client reference lists, and work samples to show you’re qualified.
While learning how to write a proposal for business purposes, you may have to dig around your file database for company information, employee biographies, marketing materials, and pricing sheets. Keeping all resources needed for a proposal in one place makes this process easier. Use customer relationship management (CRM) systems to track your proposal progress and acquire what’s needed to draft it in one place.
Pro tip: HubSpot is a popular CRM platform that lets you monitor opportunities using sales pipelines and store documents—all in one system. You can utilize the Sales Documents feature to store, share, and customize templates and materials you’ll need for your proposals.

HubSpot’s deals and opportunities pipeline (Source: HubSpot )

HubSpot’s Sales Documents library (Source: HubSpot )
3. Design Your Proposed Solution
Your proposed solution involves the processes, materials, product quantities, and personnel required to fulfill the offerings or address your customer’s problem statement. Additionally, it should be included in the scope of work section in the proposal. For businesses that only provide a product, such as equipment for a manufacturing plant, this step could be as easy as knowing the quantity and having a logistics plan for delivery and installment.
For more service-based businesses, such as business consultants or content development services, there will likely be more steps and deliverables to complete the work. Regardless of your business, you can use the five W’s and an H methodology to construct a proposed solution that addresses your prospect’s primary pain points:
	Who: Who will be involved, do the work, manage, and be a point of contact for the prospect?
	What: What solutions or products will be delivered, and what resources, processes, or technology will be used?
	Where: Where will work be done or delivered to?
	When: When will the work start and be completed, what are the key milestones throughout the project, and when is each deliverable expected to occur?
	Why: Why did you choose this particular solution for this customer’s needs?
	How: How will work be done, managed, and checked for high quality and customer satisfaction?

For example, a business-to-business (B2B) content writing business might be trying to address a statement of needs issued by a client: “We would like to express thought leadership on the topic of the Zero Trust Cybersecurity Framework.” In this case, the business could use the solution in this business proposal example:
The objective of this business proposal is to demonstrate how ABC Writing Agency can promote the thought leadership of Cybersecurity Corp. for the Zero Trust Security Model. We believe the best course of action is to research and copyright a branded e-book (roughly 4,000 words) regarding Zero Trust Security, the details of the solution, its benefits, and the modern-day security challenges it solves (what) with the final product completed in August 2022. (when) The e-book will use your logo and branding scheme to convey your personal grasp on the subject and thought leadership using a series of direct quotes and statistical callouts. (why)
To ensure high-quality work and client satisfaction, we will begin with an initial call to construct a detailed outline discussing the sections, style guides, tone, and to retrieve direct quotes. Following an initial draft, multiple rounds of edits will take place between Cybersecurity Corp. and ABC Writing Agency to develop a final draft. (how)
The project will be led by our senior editor, Collin Buchanan, and content manager, Jake Cunningham, who comes from the world of cybersecurity. Our team will utilize and manage freelancers experienced in writing e-books on technical topics to research and copyright the asset. (who) All work will be completed by us virtually and delivered via Google Docs. (where)
4. Calculate Pricing
Once you know how you’ll provide your product or service, the next step in writing a proposal is formulating the costs to specify in the document’s pricing section. This is one of the toughest steps because of all the factors that need to be considered, such as product cost and other expenses. That’s why it is critical to accurately communicate your costs to avoid losing a deal for overcharging—or worse—winning a deal with significantly underestimated costs.
As you price everything, you can either do a flat fee, hourly rate, per-unit charge, or some combination of the three. Sometimes, it’s best to work backward by establishing your desired probability first in the form of a percent like 20% profit or a flat dollar amount such as $10,000 above the work cost.
For example, you want to make a 20% profit on the work for an equipment installation job for a manufacturing business, and you’re pricing using a flat fee. You’ve itemized the costs as the following:
	1 x $80,000 manufacturing equipment = $80,000
	3 installation/delivery employees x 5 hours x $32 per hour = $480 wages
	$480 employee wages x 7% employer payroll tax = $33.6 payroll tax
	$480 employee wages x 20% benefits and workers’ compensation = $96 benefits and compensation
	$200 for the delivery truck and gas = $200 for delivery costs

When you add all the itemized expenses, the total cost for this installation job will be around $80,809. To get the total, you need to charge this customer to meet your desired profitability, and multiply it by 20% to get $16,162. Add that to your total cost ($80,809 + $16,162), and $96,971 is the flat fee you will charge for the installation job.
Pro tip: Struggling to visualize your pricing process? Try using these seven free estimate templates . Designed for various business types, these templates allow you to outline and itemize the costs of providing work to share with your customers to help win more deals easily.
5. Draft Your Proposal
Now that you know your proposal requirements, have gathered the necessary information, determined the proposed solution, and calculated pricing, you are ready to draft the document. Following along with our free template, your draft will consist of the following elements:
The title page leans more toward showing the professionalism of your business than providing information. There should be a specific title establishing the purpose, such as “ABC Writing Agency Proposal for Cybersecurity Corp. to Promote Thought Leadership on Zero Trust Security.”
Also, be sure to indicate who the proposal was prepared for in terms of the decision-making person and their company name. Add your logo to the front and the contact information for the primary point of contact for your business so they can contact you with further questions.
Table of Contents
Use a table of contents to break down each part of the proposal for business so they can easily navigate through it. Because of the digital age we live in, we recommend linking your table of contents electronically to each associated section. That way, those reading your proposal can go to any part of the document by clicking on the table of contents.
Executive Summary
The executive summary takes everything in your proposal and compresses it into one paragraph. Essentially, if a reader reads this section, they should be able to grasp the general idea of your solution. Here’s a business proposal example using the content writing example above:
With over 10 years of experience in writing high-quality marketing assets, we are eager to assist Cybersecurity Corp in its endeavor to promote thought leadership on Zero Trust Security. We plan to achieve this by writing a comprehensive e-book using engaging copy, stat callouts, and direct quotes from your leaders to help associate the security framework with your brand.
Company Background
Here’s your time to talk about your inception story, mission statement , founding purpose, and company history. You can also provide biographies and professional pictures of your company founders, leaders, and key personnel that might be involved in the work you provide.
This is also the time to express your unique selling proposition . In other words, addressing the question “why choose us” over competitors. Lastly, if you’ve had any recognition or won any company awards, this is the section to highlight those successes.
Scope of Work
This section correlates with creating your proposed solution in step three as you present it in an actionable business plan. Describe the work that will be completed and the tangible deliverables associated with it.
In this small business proposal example, we see how a content writing business might construct a scope of work:
We will provide content writing services to create predetermined marketing assets for Cybersecurity Corp. This includes researching online data for usable information, interviewing subject matter experts (SMEs) for additional insights and quotes, copywriting drafts, inserting callouts, and making edits per revision requests made by Cybersecurity Corp. Deliverables for the scope of work above include:
	1 x outline developed by ABC Writing Agency and approved by Cybersecurity Corp.
	1 x drafted e-book (max. 4,000 words) delivered by Google Doc

No matter how long your scope of work is, it’s crucial to avoid industry or technical jargon that the general audience may not understand. Take the time to review the scope of work and translate any statements that may be misunderstood or confusing.
Be sure to indicate how long you expect it to take to complete the entire scope of work. It’s also a good idea to provide estimates for each milestone or individual deliverable you set. Whenever possible, present the information visually to help your reader absorb it better. Below is a sales proposal timeline example for a sales consulting business and its milestones.
Pricing or Price Estimate
For this section, take the price calculation you did in step four and present it to the potential customer. While you should itemize it to show where the price comes from, avoid adding your desired profitability, as that should be private to your business. Make sure it’s clear as to how each item is priced, whether that be hourly, per unit, or a flat fee.
This section should also be used to explain payment expectations, e.g., when invoices must be paid by, how much money is required upfront vs after work is completed, refund policy, and if other billable expenses can be included automatically or require client approval.
Be upfront with your estimate if you don’t know how many units you’ll need or how many hours it will take to accomplish your business offering. Provide an explanation and an estimated range.
Conclusion, Terms & Appendix
The final sections should include additional information that could be useful to your prospective client. A conclusion should express your gratitude for the opportunity and explain the next steps to move forward. Terms (or terms and conditions) can be added in a proposal or in the service agreement to cover legal aspects of a working contract, like contract dispute policies, confidentiality, rules on subcontracting, etc.
The appendix is optional but would utilize visuals or supplemental documents to enrich your proposal. For instance, you might include links to sample work, a client reference list, or a catalog of options for materials or software vendors from which the client can choose.
6. Edit Your Proposal Draft
Once you have completed the first draft of your proposal, run it by multiple departments to ensure it is comprehensive and accurate. Some things to consider as you review it for potential revisions:
	Has strong readability: The proposal uses appropriate style, tone, and structured sentences to create a clean flow of information understood by the specific reader.
	Avoids grammar and technical errors: The proposal avoids punctuation, spelling, or other errors related to proper writing mechanics.
	Addresses requirements: The proposal contains all the information and sections required to meet the reader’s or customer’s needs and objectives.

Use editing tools such as Grammarly to evaluate your business proposal writing for enhanced quality. Grammarly lets users upload text into a system to check for grammar and spelling mistakes as well as for engagement and readability of content. There’s also a plagiarism check feature to evaluate the text to billions of pages online. You can even adjust style preferences when subscribing to Grammarly Business to ensure it meets all your goals.

Grammarly Business’ in-line writing suggestion (Source: Grammarly Business )
Pro tip: Use graphic design tools like Canva to give your sales proposal the professional touch it needs. Canva is a user-friendly platform with thousands of free templates for presentations, marketing materials, social media posts, and proposals for business. Users of all design skill levels can easily turn regular copies into visual masterpieces.

Canva’s sales proposal templates (Source: Canva )
7. Send Your Proposal
Now that your proposal is drafted, edited, and has the aesthetics it needs, it’s time to send the document for review. More formal submissions for RFPs may require that you submit them in person, electronically, or both, so review those provisions carefully before sending them in.
Some sales plans incorporate unsolicited proposals to new leads to present problems they didn’t know existed with viable solutions they could offer. In these cases, they use the proposal to get their foot in the door and create sales opportunities.
When taking this course of action, it’s important to add context to the unsolicited proposal. For instance, in a sales email , briefly introduce yourself, your business, and what services you provide. Furthermore, indicate why you wanted to send a proposal to them specifically and let them know they can reach out if they wish to discuss it further.
8. Follow Up With Your Recipient
Even after you send a proposal, the process is not over. Make time to follow up to confirm the contact received the proposal and see if they have any questions. Because of the proposals’ details, there are usually other clarification steps in the procurement process, such as interviews, client meetings , or sales presentations before work begins.
We recommend using a customer relationship management (CRM) system with task management capabilities to ensure sales reps don’t forget to reach out to a prospect after a proposal is initially sent. A CRM like Pipedrive lets you design and assign tasks to team members from within a project. You can also create projects that are linked to open or won deals.
Pipedrive’s project and task management feature (Source: Pipedrive )
Best Practices in Writing Sales Proposals
Now that you know the steps in how to write a business proposal, there are a few tips you can practice and maintain to produce thoughtful and effective proposals.
Keep It Simple
When learning how to make a business proposal, remember to write short, simple sentences. While there is no strict rule on the business proposal format or length, make sure it is straightforward and easy to understand. Avoid loading it with too much business jargon and fancy words. Instead, strike the sweet spot between conveying essential information and ensuring anyone who reads it can understand it.
Outline Major Sections & Pertinent Information
The first thing to do when learning how to do a business proposal is to outline all the major sections of your document. This should also include all the pertinent information that you want to get across. The business proposal outline will help you stay focused on the main points of the document and keep your ideas from drifting away.
Add Data & Visuals
Capture your prospect’s attention by including quantitative data and figures highlighting your offerings and the value of your company. For example, you can show your month-on-month sales trends as proof of your stellar performance. Adding visual elements like charts and graphs can also help make your proposal more engaging.
Pro tip: Maximize the use of visualization tools from your CRM. For example, Pipedrive allows you to create a sales flow chart based on reports, making it easier to generate the best data to make your offerings more appealing.
Visit Pipedrive
Increase Credibility With Social Proof
Assert your company’s credibility. Many prospects won’t readily believe your claims about your business and are most likely to trust the word of their own peers and other customers. To help build your credibility and gain their trust, include social proof, such as reviews and testimonials from your own customers.
Use a Call to Action (CTA)
After the prospect reads your proposal, direct them to the next step. Use a call to action with a verb that defines what they should do to act on their interest in your proposal. Examples of CTAs are “Subscribe today” or “Download this guide now.” You can also use a CTA with a no-obligation statement like “Sign up, it’s free” for prospects who perceive risks in taking action.
Another excellent idea when adding CTAs is to create a sense of urgency to make your prospect feel that now is the best time to subscribe to your service. Some people are motivated to do something right away for fear of missing out (FOMO). That said, phrases like “Limited-time offer” and “On sale now for 20% off” can trigger action from prospects.
Stay True to Your Brand
Each company has a different brand voice and personality. Staying true to your business brand is a great way to stand out among your competitors. For instance, if your company sells baby clothes, it is best to use language that parents with babies can relate to, like “cute and cuddly” or “snug and comfy.” Use a more formal tone of voice in your proposal if you are selling office wear.
Bottom Line
Many business owners and sales managers would like to standardize their proposal-writing system. However, it can be tricky to address the unique needs of every solicited and unsolicited opportunity to get the correct information in order and present their proposed solutions. Our how-to sales proposal examples and free template will help you streamline your bidding process to win more deals.
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6 steps for writing a persuasive project proposal

A project proposal is a written document outlining everything stakeholders should know about a project, including the timeline, budget, objectives, and goals. Your project proposal should summarize your project details and sell your idea so stakeholders buy in to the initiative. In this guide, we’ll teach you how to write a project proposal so you can win approval and succeed at work.
All projects have creation stories, but they don’t start with someone declaring, “Let there be resources!” To move forward with a project, teams must submit a proposal to decision-makers within their organization or to external stakeholders. 
What is a project proposal?
A project proposal is a written document outlining everything stakeholders should know about a project, including the timeline, budget, objectives , and goals. Your project proposal should summarize your project details and sell your idea so stakeholders feel inclined to get involved in the initiative.

The goal of your project proposal is to:
Secure external funding
Allocate company resources to your project
Gain stakeholder buy-in
Build momentum and excitement
Project proposals vs. project charters vs. business cases
Project proposals and project charters serve different purposes in the project creation process, and it’s important to understand the difference between the two. While a project proposal takes place in the initiation phase of the project, the project charter takes place in the planning phase. 
As mentioned above, a project proposal is a persuasive document meant to convince stakeholders why the project should be carried out. A project charter is a reference document that defines project objectives, and it can’t be created until the project proposal is approved.
People also confuse the business case with the project proposal, but the business case also comes after the proposal. Once the project is approved through a proposal, a business case may be used to secure additional funding for the project.
Types of project proposals
There are six types of proposals you may encounter as a project manager, and understanding the different formats can be useful as you write yours. Each type has a different goal.

Solicited: You’ll send solicited proposals in response to a Request for Proposal (RFP). An RFP announces a project in detail and asks for bids from qualified teams. Because you’re competing against other companies for this type of proposal, you must do thorough research and write persuasively.
Unsolicited: You’ll send unsolicited proposals without an RFP, meaning no one asked for your proposal. In this case, you won’t be up against other companies or teams, but you’ll still need to be persuasive because you have no knowledge of whether the stakeholder you’re pitching to needs you.
Informal: You may have a client send you an informal request for a project proposal, in which case you can respond with your project pitch. Because this isn’t an official RFP, the rules are less concrete.
Renewal: You’ll send renewals to existing clients in hopes that they’ll extend their services with your organization. In this type of project proposal, the goal is to emphasize past results your team has produced for the client and persuade them you can produce future results.
Continuation: You’ll send continuations as a reminder to a stakeholder letting them know the project is beginning. In this project proposal, you’ll simply provide information about the project instead of persuading the stakeholder.
Supplemental: Similar to a continuation proposal, you’ll send a supplemental proposal to a stakeholder already involved in your project. In this type of proposal, you’re letting the stakeholder know the project is beginning, while also asking for additional resources. You should persuade the stakeholder to contribute more to the project in this proposal.
The tone of voice and content of your project proposal will differ based on the type of proposal you’re sending. When you know your project goals, you can write your proposal accordingly.
How to write a project proposal
These step-by-step instructions apply to most project proposals, regardless of type. You’ll need to customize your proposal for the intended audience, but this project proposal outline can serve as a reference to ensure you’re including the key components in your document. 

1. Write an executive summary
The executive summary serves as the introduction to your project proposal. Similar to a report abstract or an essay introduction, this section should summarize what’s coming and persuade the stakeholder to continue reading. Depending on the complexity of your project, your executive summary may be one paragraph or a few paragraphs. 
Your executive summary should include:
The problem your project plans to solve
The solution your project provides for that problem
The impact your project will have 
You should only address these items briefly in your executive summary because you’ll discuss these topics in more detail later in your proposal. 
2. Explain the project background
In this section, you’ll go into the background of the project. Use references and statistics to convince your reader that the problem you’re addressing is worthwhile.
Some questions to include are:
What is the problem your project addresses?
What is already known about this problem?
Who has addressed this problem before/what research is there?
Why is past research insufficient at addressing this problem?
You can also use this section to explain how the problem you hope to solve directly relates to your organization. 
3. Present a solution
You just presented a problem in the project background section, so the next logical step in proposal writing is to present a solution. This section is your opportunity to outline your project approach in greater detail. 
Some items to include are:
Your vision statement for the project
Your project schedule , including important milestones
Project team roles and responsibilities  
A risk register showing how you’ll mitigate risk
The project deliverables
Reporting tools you’ll use throughout the project
You may not have all these items in your proposal format, but you can decide what to include based on the project scope . This section will likely be the longest and most detailed section of your proposal, as you’ll discuss everything involved in achieving your proposed solution. 
4. Define project deliverables and goals
Defining your project deliverables is a crucial step in writing your project proposal. Stakeholders want to know what you’re going to produce at the end of your project, whether that’s a product, a program, an upgrade in technology, or something else. As the stakeholder reads through your vision, this will be the section where they say, “Aha, this is what they’ll use my resources for.”
When defining your deliverables, you should include:
The end product or final objective of your project 
A project timeline for when deliverables will be ready
SMART goals that align with the deliverables you’re producing
While it’s important to show the problem and solution to your project, it’s often easier for stakeholders to visualize the project when you can define the deliverables.
5. List what resources you need
Now that you’ve outlined your problem, approach, solution, and deliverables, you can go into detail about what resources you need to accomplish your initiative.
In this section, you’ll include:
Project budget : The project budget involves everything from the supplies you’ll need to create a product to ad pricing and team salaries. You should include any budget items you need to deliver the project here.
Breakdown of costs: This section should include research on why you need specific resources for your project; that way, stakeholders can understand what their buy-in is being used for. This breakdown can also help you mitigate unexpected costs.
Resource allocation plan : You should include an overview of your resource allocation plan outlining where you plan to use the specific resources you need. For example, if you determine you need $50,000 to complete the project, do you plan to allocate this money to salaries, technology, materials, etc.
Hopefully, by this point in the proposal, you’ve convinced the stakeholders to get on board with your proposed project, which is why saving the required resources for the end of the document is a smart strategic move.
6. State your conclusion
Finally, wrap up your project proposal with a persuasive and confident conclusion. Like the executive summary, the conclusion should briefly summarize the problem your project addresses and your solution for solving that problem. You can emphasize the impact of your project in the conclusion but keep this section relevant, just like you would in a traditional essay. 
Tips for writing an effective project proposal
Following the steps listed above will ensure your project proposal has all the right elements. But if you want to impress your readers and win their approval, your writing must shine. In addition to the above, a project proposal includes:
Know your audience
As you write your proposal, keep your audience (i.e. the stakeholders) in mind at all times. Remember that the goal of the proposal is to win your audience over, not just to present your project details. For example, if you’re creating a new editing tool for a children’s publishing house, can you determine whether your stakeholders are parents and appeal to their emotional side when persuading them to buy in to your product?
Be persuasive
Persuasion is important in a project proposal because you’re hoping your audience will read your proposal and do something for you in return. If your reader isn’t intrigued by your project, they won’t feel inclined to help you. If you describe your editing tool but don’t mention the many features it will offer, how it will benefit clients, and its positive impact in the industry, your audience will wonder, “Why should I care about this project?” 
Keep it simple
While you should go into detail on your problem, approach, and solution, you shouldn’t make your project proposal overly complex. This means you can discuss the project plan for your proposed editing tool without discussing what codes the engineers will use to make each feature work. 
Do your research
A successful project proposal includes thorough research. Be prepared to back up your problem—and solution—with reputable sources, case studies, statistics, or charts so you don’t leave your audience with questions. When writing your proposal, put yourself in the reader’s shoes and ask:
Why is this a problem?
How is this a solution to the problem?
Has anyone addressed this problem before?
What are the project costs?
If you can answer these questions, then you’ve likely done enough research to support your proposed initiative.
Use project management tools to strengthen your project proposal
Good project proposals require team collaboration . With the right management tools, your team can communicate, share information, and work together on one shared document. 
When you store all your project information in one place, it’s easy to access that data when you need it. Project proposals stem from well-organized and properly planned projects, which is why project management software is a key resource to effectively write a project proposal. Ready to get started? Try Asana .
Related resources
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How to Write a Business Proposal [Examples + Template]
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Free Business Proposal Template

Propose your business as the ideal solution using our Free Business Proposal Templates.
Thank you for downloading the offer.
Here's what every new business owner needs: an extra 8 hours in the day, an endless supply of coffee, and, most importantly, a really strong business proposal.

A business proposal can bridge the gap between you and potential clients. Done correctly, and it will outline your value proposition and persuade a company or organization to do business with you.
Here, we'll take a look at the various kinds of business proposals and go over how to write one. We’ll also see some ideas and examples to help guide yours.

Know exactly what you need? Jump to one of the following sections:
What is a business proposal?
Types of business proposals, how to write a business proposal, business proposal templates, business proposal example, tips for writing a business proposal, business proposal ideas.
A business proposal is a formal document that’s created by a company and given to a prospect to secure a business agreement.
It's a common misconception that business proposals and business plans are the same. However, a proposal helps you sell your product or service — not your business itself.
Think of it this way: instead of assisting your search for investors to fund your business, a proposal helps you seek new customers.
Follow Along With HubSpot's Business Proposal Template

Download the Template for Free
There are two types of business proposals: unsolicited and solicited.
	Unsolicited Business Proposals : With unsolicited business proposals, you approach a potential customer with a proposal, even if they don't request one, to gain their business.
	Solicited Business Proposals : Solicited business proposals are requested by prospective clients so that they can decide whether to do business with your company.

In a solicited business proposal, the other organization asks for a request for proposal (RFP). When a company needs a problem solved, they invite other businesses to submit a proposal that details how they'd solve it.

Propose your business as the ideal solution using our Free Business Proposal Templates
	Problem summary
	Proposed solution
	Pricing information
	Project timeline

You're all set!
Click this link to access this resource at any time.
Fill out the form to get your template.
Whether the proposal is solicited or unsolicited, the steps to create your proposal are similar. Make sure it includes three main points:
	A statement of the organization's problem
	Begin with a title page.
	Explain your why with an executive summary.
	State the problem or need.
	Propose a solution.
	Share your qualifications.
	Include pricing options.
	Summarize with a conclusion.

Before writing your business proposal, it's crucial you understand the company. If they've sent you an RFP, make sure you read it carefully, so you know exactly what they want.
I recommend having an initial call or meeting with any new clients to ensure you fully understand their objectives. Ask open-ended questions to understand not just what they want, but why they want it.

Once you've done your research, it's time to begin writing your business proposal. While there's no one-size-fits-all approach to writing a business proposal, there's several elements most proposals include. (I designed this example business proposal using Canva .)
1. Begin with a title page.
You have to convey some basic information here. Introduce yourself and your business. Be sure to include:
	Your company's name
	The date you submitted the proposal
	The name of the client or individual you're submitting the proposal to

Your title page should reconcile engagement with professionalism. I think of it as your first tone-setter, so you need to make sure yours is sleek, aesthetically appealing, and not too "out there."
Here's an example of what a business proposal template looks like when done right:

The executive summary details exactly why you're sending the proposal and why your solution is the best for the prospective client.
Specificity is key here. Why are you the best choice for them?
Like a value proposition, your executive summary outlines the benefits of your company's products or services and how they can solve your potential client's problem.
After reading your executive summary, the prospect should offer a clear idea of how you can help them, even if they don't read the entire proposal. Here's what one should look like:

3. State the problem or need.
This is where you share a summary of the issue impacting the potential client. This is your opportunity to show them you understand their needs and the problem they need help solving.

In the example above, I included several signals to showcase my expertise – that I've been in the photography biz for 10 years, that I've worked with over 500 clients, and that I've been featured a number of publications. 
As you approach this section, focus on presenting yourself as an authority. Consider leveraging tools like:
	Case studies
	Client testimonials
	Relevant awards
	Industry accreditations

6. Include pricing options.
Pricing is where things can get a bit tricky, as you don't want to under or over-price your product.

The pricing section of your proposal could include:
	A detailed pricing breakdown, including packages, tiers, and add-ons or optional services
	How product features and benefits align with pricing choices
	Pricing for different needs and budgets
	How your pricing compares with competitors
	An FAQ section to respond to anticipated objections and explain your pricing strategy

7. Summarize with a conclusion.
After sharing the above information, simplify it all into one final section.
	First, briefly summarize the proposal. Be sure to share your qualifications and why you’d serve as the best choice.
	Then, to prompt further conversation, confirm your availability to go over the next steps.
	At the end of the proposal, the goal is to have the client ready to work with you. So, be sure to offer your contact information for easy follow-up.

In need of some inspiration before you begin writing? Here are example business proposal templates from popular business proposal software companies you can use to help create your proposal.
1. HubSpot's Free Business Plan Templates

Download these Templates
We know how crucial a great business proposal is to your and your client’s success. That's why we've compiled 2 Free Business Proposal Templates for you to use and customize for any of your projects.
You'll gain access to a concise, one-page template (pictured above), as well as a longer template for you to refine your plan and proposal.
Download the templates now to get started on building your proposal.
What We Like
The one-page template is clear, straightforward, and easy to read — without skipping on the key elements of a business proposal. This format is especially useful for busy clients who appreciate brevity and clarity.
2. Web Design Proposal

With advertising on social networks projected to reach $82.23 billion dollars in 2025 , it's in your business's best interest to have a plan for growing your client's social media presence.
To help you in that effort, the information in this social media marketing proposal includes an executive summary to help introduce your high-level ideas, an assessment of the client’s company to show your diligence, and a breakdown of billing to show how your company charges for posting, content creation, and analytics.
This template includes all the bells and whistles of a social media proposal packaged in a fun yet professional design. It also includes helpful writing instructions under each section.
8. Content Marketing Proposal

Business proposal templates are helpful places to get started, but what should your business proposal look like when it's complete? This template should inspire you.
When pitching your content marketing services to clients, this template can help you organize your ideas. While it walks you through initial objectives and how to communicate your prospected results, one of the most helpful parts of this template is the pricing ideas it gives you when charging for your services.
In the business template example below, Social Portal Consulting (SPC) pitches a marketing proposal to Graphic Bean. At first sight, this proposal appeals to the creative. I recommend going a step forward and designing the layout in your or your client’s brand colors.

Besides the design, the social media icons quickly tell the prospect what platforms Social Portal is pitching. Because we see Facebook, Twitter, Instagram, and Pinterest icons, the client instantly knows that this proposal doesn’t include LinkedIn, YouTube, or other platforms.
While maintaining its design, this example outlines Social Portal Consulting’s plans efficiently. It begins by providing insight into Graphic Bean and its goals before elaborating on how SPC can leverage its expertise to help them achieve them.
This business proposal template includes an easy-to-follow timeframe for goals and objectives while keeping the client abreast of how payment will happen across the project.
Overall, this is an excellent example of how to combine the elements of social media marketing into a creative and concise business proposal. Finally, we'll leave you with some business proposal ideas to get you started on your own.
	Start with an outline.
	Keep it simple.
	Stay on brand.
	Quality control.
	Include data and visuals.
	Add social proof.
	Use a call-to-action.
	Create a sense of urgency.
	Make the decision for them.
	Incorporate video into your proposal.
	Include up-sell and add-on opportunities.
	Clarify your terms and conditions.
	Include a space for signatures to document agreement.
	Create a table of contents.

1. Start with an outline.
If you want to produce a thoughtful, effective business proposal, you need to have some idea of what you're hoping to achieve with it.
Before I dive into writing a proposal, I always outline the major sections of the proposal that I want to include. That way, I can stay focused and make sure my message stays intact as I write.
Use these free business proposal templates to make sure that your outline includes everything you need.
2. Keep it simple.
Ultimately, there's no definitive blueprint for how long a business proposal has to be. Yours should be however long it takes to convey the information you want to get across.
That said, I'm a firm believer in quality over quantity, especially when it comes to business proposals. Keep your sentences short and simple, and avoid including too much business jargon.
You want anyone who picks up your proposal to make sense of it. So, be straightforward and don't get too fancy. Aim for substance over flash.
3. Stay on brand.
Don't be afraid to let your company's personality shine through in your proposal. Stay true to your brand and show the client what sets you apart from your competitors.
4. Quality control.
I've made it a habit to add an editing/QA step in my writing process. During this step, I do a quick spelling and grammar check before hitting send.
So, as you draft your proposal, and after checking for the basics, keep scanning this document until it's just right.
Check to make sure your proposal:
	Meets client needs and expectations
	Highlights your value proposition
	Is well-structured and easy to read or skim
	Complies with legal, ethical, and regulatory requirements
	Looks professional and engaging

5. Include data and visuals.
You want your business proposal to capture your prospect's attention and help set you apart from any other ones they might have received. One of the best ways to do that is to include hard, quantitative data that helps stress the value of your business.
Use relevant, compelling figures that highlight what you have to offer. This can establish authority and make your proposal more convincing. It also helps to include visuals such as charts and graphs to enhance your proposal.

6. Add social proof.
From my experience, you can only be so convincing when you're personally talking up how great your business is — which is why adding social proof is key to establishing credibility.
At the end of the day, prospects are skeptical. They may not take you at your word. But they'll likely trust peers and fellow customers. That's why including elements like customer quotes and testimonials can go a long way.
7. Use a call-to-action.
I've learned that the best proposal in the world can only take you so far if you don't clearly define the next steps. That's why you have to make sure the reader knows what to do after reading your proposal.
A clear call-to-action is the best way to get there.
Define and highlight exactly what they should do to act on the interest your proposal has generated. Without that guidance, you might leave your reader in limbo.
HubSpot customers : Use this CTA builder to create powerful customized CTAs.
8. Create a sense of urgency.
No one wants to feel as if they missed out on a great opportunity. From my experience, prospect tend to drag their feet and put off making a decision if there isn't a sense of urgency.
So, as you create your business proposal, your goal should be to add a degree of urgency. When prospective clients read your business proposal they should feel that the best time to sign up for your service is now .
One way I accomplish this is by stating short and long-term goals for their business. They'll have to wait for the long-term goals, but I make the short-term goals so enticing that they'll be ready to begin a collaboration.
9. Make the decision for them.
Craft your copy in a way that seems like saying "no" to the proposal would be stepping over dollars to pick up pennies. Your offer should go above and beyond their expectations. Do everything in your power to remove friction and objections along the way.
10. Incorporate video into your proposal.
If you're creating an online proposal using document file formats like PDF, add multimedia elements. This will enhance the proposal experience, make your document richer, and keep them engaged.
Try adding a video at the beginning as an intro to your proposal. Or, put a video in the project breakdown to verbally discuss some of the more confusing parts.
Extras like this can make an impression. This tip works especially well with prospects who are visual or auditory communicators.
Pro tip : HubSpot Video makes it easy to record and embed video into a website or email for a big proposal boost.
11. Include up-sell and add-on opportunities.
They say you won't receive unless you ask. And readers won't explore the upper tiers of your solutions if you don't give them the opportunity.
So, share some upsells and add-ons about your business that they can act on. Call out a specific pain point and how this extra can add value.
With this step, balance is important. Show them everything your business has to offer without overwhelming your recipient.
12. Clarify your terms and conditions.
Your business proposal should include details on your project timeline and payment schedule. This summary is basically what you and the client agree to if they accept your proposal.

Don't forget to share this post!
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What Are Current Assets? Definition + Examples
Propose your business as the ideal solution using this free template.
Powerful and easy-to-use sales software that drives productivity, enables customer connection, and supports growing sales orgs
How to Write a Business Proposal — 2022 Guide and Template

A business proposal can make or break your chances of securing a new client. Write a great one, and you’ll likely snag their business.
Write a poor one, and you might lose out—even if you’re offering the best service out there. So, how do you write a business proposal? What is the proper format? What do you need to include?
While it all depends on your industry, and whether or not you’re offering a product or service, writing a business proposal is pretty straightforward. We’ll answer all those questions and more throughout the course of this guide. 
What to expect with this business proposal guide
Whether you’re starting fresh or need to look at a specific section, here’s what we’ll be covering in this guide. 
	What a business proposal is
	The differences between a business proposal and a business plan
	The format of a business proposal
	How long to make your business proposal

How to write a business proposal
You can download a free business proposal template here to start writing up your own proposal as you work through this article. By the end, you’ll be prepared to develop a well-written business proposal that can explain your business clearly and win more clients. Let’s get started.
What is a business proposal ?
A business proposal is a document you’d send to a prospective client, outlining the service you’re offering, and explaining why you’re the best person for the job. 
It’s a pitch by a business or individual to complete a specific job or project, to supply a service, or, in some instances, to be the vendor of a certain product.
What are the different types of business proposals?
A business proposal can be either solicited or unsolicited. With a solicited proposal, the prospective client will put out a request for proposals; with an unsolicited business proposal, you are approaching a client in hopes of attracting their business, even though they did not explicitly request a proposal.  
While both are commonplace, a solicited proposal is an easier sell, as your prospective client has already decided that they want to make a purchase or use a service, and they’re evaluating possible vendors or businesses.
With a solicited proposal, your prospective client might have issued an RFP, or “request for proposal.” This is exactly what it sounds like—they want you to send over a business proposal so they can take a look at it.

Differences between a business proposal and a business plan
A business proposal is not the same as a business plan . This is the most common misconception, but while there are areas of overlap (like your executive summary ) the two are different.
That being said, you can certainly pull information from your business plan while writing your business proposal—in fact, that’s a great way to start.
But don’t confuse the two; they are distinct and separate. In short, a business plan represents the cohesive strategy of how your business operates and makes money. A business proposal is an official pitch to clients selling your products or services. 
A business proposal outlines a particular product or service offered by an established business to a prospective client.
You’re trying to sell your prospective client on your product or service, not on your business itself. You’re not after funding, as you are with a business plan, you’re trying to make a sale.
A business proposal is also not an estimate; although you’ll likely touch on costs and pricing in your business proposal, an estimate is much more informal and just a quick look at the costs, not the whole picture.
What goes into a business proposal?
Your business proposal should address the three Ps:
	Problem statement: What your customer’s current problem is
	Proposed solution: How your business solves that problem better than other solutions
	Pricing: How much that solution costs compared to alternatives

If you’re stuck on how to start, maybe try brainstorming first; start with these three points, and you’ll have a rough, bare-bones version of your business proposal.
Once you’ve done that if you’re ready to go more in-depth, here is a step-by-step look at how to format your business proposal.
Your business proposal should start with a title page, which should include your name, the name of your company, the name of the person to whom you’re submitting your proposal, and the date submitted.
Table of contents
Depending on how long your business proposal is, a table of contents is a nice touch. Include it after your title page, and before you launch into any details. If you’re delivering it as a PDF, including anchor links down to each section, so it’s easy to get to specific areas. 
Executive summary
Introduce your proposal with a great executive summary, one that really sells your business and the products or services you provide—it’s about why you’re the right company for the job. You can draw from your business plan’s executive summary here, too.
Statement of problem, issue, or job at hand
Following your executive summary, go on to discuss the problem that the client is currently facing. Think of “problem” or “issue” loosely; after all, their main problem may just be finding the right person to complete their project. But be sure you understand why they want the product or service they’re seeking. If the proposal is for developing a brand new website, make sure you understand what they want to get out of the site—better sales, more content management flexibility. 
This is the place to show your new client that you understand their needs , and fully grasp the issue they are trying to solve. Take this opportunity to restate the issue they are facing in your own words so that they know you understand what they are looking for.
Approach and methodology
This section shows how you plan to tackle your potential client’s problem, and the steps you’ll take to carry out your plan.
This is where you’ll get into the nitty-gritty of how you actually plan to fulfill your client’s needs. While earlier sections might have been a bit surface-level, this section of the business proposal is where you’ll go into detail about what steps you’ll take to solve their problem.
Be careful of going into too much detail, though—keep the jargon to a minimum. Your client should be able to follow along and get a clear sense of your plan, but you don’t want to drown them in minutiae.
Qualifications
Go ahead, brag a little—this is the section of your business proposal where you get to convince your potential client why you are the most qualified person to take on the job.
You can mention any relevant education, industry-specific training, or certifications you have, your past successful projects of a similar nature, years of experience, and so on.
Schedule and benchmarks
Be clear with your potential client: How long will your proposed project take?
Making sure you and your prospective client are on the same page from the outset will help make sure that the relationship stays positive for both of you, and that you don’t set your client up with unrealistic expectations.
While you might be tempted to underestimate how long it will take you to complete the project, don’t. Don’t promise what you can’t deliver!
If you’re offering a product, this section might not be applicable to you, so feel free to omit it. The business proposal format is flexible, so tailor it to suit your business and industry.
Cost, payment, and any legal matters
Here is where you get down to brass tacks and state the cost, and payment schedule if necessary.
How you structure this section will largely depend on the particular project or service you are offering. A section entitled “Fee Summary” may be sufficient if one-time payment is required; otherwise, a “Fee Schedule” list or pricing table might be more appropriate. Always refer back to the client’s RFP whenever possible, to make sure you’re supplying them with all the information they need to help make their decision.
If there are any legal issues to attend to, such as permits or licensing, include this information here. Feel free to add a section entirely devoted to handling the legal side of the project if need be.
This is your final sell—don’t be afraid to detail for your prospective client all they have to gain by choosing you to complete the project.
Impress upon your clients why you are the best choice, and all the ways in which their business will benefit from choosing you and your business as their solution.
How long should a business proposal be?
When it comes to the format of a business proposal, this is the million-dollar question without an answer. Remember in school, when you’d ask your teacher how long an essay should be, and they’d reply, “as long as it takes to answer the question.”
The same applies to your business proposal. It ultimately depends on your industry, the scope of the project, and the client’s specifications in terms of detail and elements included.

That being said, the tighter your initial proposal can be and the more directly you can make your point, the easier it will be to pitch it to clients. Start by following the business proposal format above as a guide, and you’ll be well on your way to creating a winning business proposal—and securing new clients.
Editor’s note: This article was originally written in 2018 and updated for 2021.

Briana Morgaine

Briana is a content and digital marketing specialist, editor, and writer. She enjoys discussing business, marketing, and social media, and is a big fan of the Oxford comma. Bri is a resident of Portland, Oregon, and she can be found, infrequently, on Twitter.
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In this article, we’ve researched and compiled the best project proposal templates, ranging from software and consulting proposals to construction and engineering, so you can get the support and approval needed to hit the ground running on your next project plan . 
Included on this page, you’ll find a simple project proposal template , IT project proposal template , research project proposal template , and more, free to download in Excel, Word, PDF, and Google Docs formats. Plus, we'll uncover what to include in a project proposal .
General Project Proposal Templates
Simple project proposal template.

Download Simple Project Proposal Template
Google Docs  |  Excel  |  PDF
This simple template breaks the proposal into clearly delineated sections, providing an organized layout that is easy-to-use and read. You can use this template for a wide range of proposal types, including school projects. Edit the template as needed to increase or reduce the number of sections. Since this is a Google Docs template, you can quickly download and print the document or share it with others via your Google Drive account.
One-Page Project Proposal Template

Download One-Page Project Proposal Template
PDF  |  Word
With this template, you can limit your project proposal to a single page, focusing on key details such as objectives, measurements, timeline, and a budget overview. This template can help project managers compile and organize critical information into a concise document. A brief project proposal will make a strong impact and set the stage for in-depth planning.
Generic Project Proposal Template - Word

Download Generic Project Proposal Template - Word
Use this generic project proposal to create a customized template. Complete the basic outline with essential proposal elements, including the problem statement, goals, scope of the project, and itemized timeline and expenses. Once you have adjusted the proposal to meet your project needs and company standards, you can reuse the template for future projects, saving time, energy, and cost.
Business Project Proposal Template - Word

Download Business Project Proposal Template - Word
This business project proposal template includes fields at the top for entering project details; sections for listing objectives, justification for and impact of carrying out the project, and resources required; plus a schedule timeline. Create a comprehensive proposal that identifies stakeholders, addresses potential risks, and presents a compelling argument for  project approval.
Freelance Job Proposal Template

Download Freelance Job Proposal Template
Freelancers can use this template to pitch their services to prospective clients. Describe what problem you will solve, how you will meet the client’s needs, and why they should hire you. The template covers deliverables, quantifiable objectives, a timeline with deadlines, and breakdown of project costs. You can also include terms and conditions to turn the template into a job proposal contract.
Simple, powerful project management with Smartsheet. See for yourself.

Smartsheet is a cloud-based platform that allows teams and organizations to plan, manage, and report on projects, helping you move faster and achieve more. See Smartsheet in action.  
Watch a free demo
Project Management Guide
Your one-stop shop for everything project management

Ready to get more out of your project management efforts? Visit our comprehensive project management guide for tips, best practices, and free resources to manage your work more effectively.
View the guide
Project Proposals by Product or Service
It project proposal template.

Download IT Project Proposal Template
Excel  |  Word
This IT project proposal provides room for listing important roles, such as project sponsor, owner, and manager, their general responsibilities, and the names of other stakeholders. It covers all of the typical elements for a project proposal, including space for technology requirements, security risks, hardware and software costs, and more.
Software Project Proposal Template - Word

Download Software Project Proposal Template
Word | Smartsheet
Craft a proposal for a software development project that includes an overview, key milestones, information on development and testing, and reporting methods. A table is provided for a thorough timeline of tasks to help accurately estimate project hours. If the proposal is for external use, you can include payment terms for prospective clients to review.
Mobile App Proposal Template

Download Mobile App Proposal Template
Excel  |  PDF
This template can serve as a professional pitch for mobile app design services. To stand out from the crowd and highlight relevant experience, attach examples of previous work to the proposal template. The information included in the proposal will depend on the specific project. Customize the template to address pertinent details - such as a timeline of design stages and itemized costs - while showcasing what you have to offer.
Project Management Proposal Template - Excel

Download Project Management Proposal Template - Excel
With this project management proposal template, you can describe the activities involved in different project phases, outline key deliverables, and list expectations. Adjust the proposal to suit the scale and type of project to be managed along with industry norms.
Engineering Project Proposal Template - Excel

Download Engineering Project Proposal Template - Excel
An engineering project proposal should have relevant background information, including the scope of the project and specific engineering tasks to be executed. This Excel template includes automatic calculations for adding costs. Use the  work schedule to show a timeline of project phases, from preliminary design through construction. If that work schedule doesn’t work for you, choose one of these free templates for Word and Excel.
Construction Proposal Template - Excel

Download Construction Proposal Template
This construction proposal template offers two sheets, one for providing contractor information, project scope, and agreement terms, and the other for listing the costs for labor and materials. The template calculates subtotals and total expenses, including tax, so that project costs are clear.
Marketing Proposal Template

Download Marketing Proposal Template
Google Docs  |  Excel  |  Word  |  PDF
Marketing plans mix data with a strategy to reach effective outcomes. Use this template to describe the goals, challenges and projected results of a marketing project. Depending on the project, tasks may include activities related to branding, competitive analysis, content development, and new market development. In addition to a project overview, include a detailed schedule with specific dates for project stages and campaign milestones.
Web Design Proposal Template

Download Web Design Proposal Template
From initial research to ongoing hosting and maintenance, this template can help you create a thorough web design proposal. Write a proposal for a website upgrade or pitch design services to an internal or external client. Clearly state the goals of the web design project in the proposal, including alignment with the vision of the company or organization.
Social Media Proposal Template

Download Social Media Proposal Template
Social media campaigns are a valuable part of business marketing, and proposals need to show how projects will accomplish specific goals, whether it’s reaching a broader audience, creating a brand presence on social networks, or boosting sales. This template follows a traditional format, outlining an executive summary, problem statement, objectives, tactics, and scheduling. We’ve also incorporated a budget section for estimating project costs.
Accounting Proposal Template - Excel

Download Accounting Proposal Template
Excel | Smartsheet
Use this template to pitch financial services such as accounting. This proposal could be for a specific project or ongoing services for a business or other organization. Include the terms of service, a breakdown of costs, important goals, and a compelling solution for the client’s financial needs.
Consulting Project Proposal Template - Word

Download Consulting Project Proposal Template - Word
Consultants can use this template to offer services for a specific project and make a strong case for getting hired. As with other project proposals, focus on how you will help a company resolve specific issues or seize opportunities. List the activities you will undertake, specific deliverables, and a timetable for project tasks. Contract terms can also be included to secure an agreement with clients.
Research Proposal Templates
Research project proposal template - word.

Download Research Project Proposal Template - Word
Research proposals, whether for academic, scientific, or other purposes, are slightly different from the typical business project proposal. In addition to a project overview and background, the template also includes a literature review section to support the significance of a proposed project by identifying gaps in the available literature that the project would address. Additionally, the research design and method section enables you to outline exactly how the research project will be set up and how the results will be interpreted. A list of references may be included to show all sources cited in the proposal.
What to Include in a Project Proposal
Project proposals vary depending on the type of project and organization, and whether the proposal is for internal or external use. However, there are some common details to include to justify the project and gain approval. Here are some typical sections in a project proposal and how to use them:
	Executive Summary: Briefly provide sponsors with an overview of the project. The aim is to offer a compelling pitch so that sponsors are already convinced the project is a good idea after reading the summary. The rest of the proposal offers greater detail about the key points in the executive summary.
	Background: Use background information to provide context, including company history, details about the problem or opportunity the project addresses, and the proposed solution.
	Objectives: Include measurable goals as well as a broader vision for supporting business objectives. 
	Methodology: Describe the project approach and organization along with specific activities and deliverables that will move it toward its goal. This section may include a project schedule with a concrete timeline showing milestones and deadlines.
	Resources: Include any resources necessary to complete a project, such as human resources (including hiring new staff), tools and equipment, time allocated for computer use or other tasks, and the management structure.
	Budget: Show all project costs in the budget, listing each item separately in a table or spreadsheet along with its associated cost. You may also need to include information to justify budget costs or provide further explanation.
	Measurement and Reporting: How will you define and measure success? Explain how you’ll measure and report progress, including the frequency that sponsors will receive status reports.
	Risks: Note potential risks along with the probability of occurrence, potential impact, and plans for mitigating them if they do occur. You may include a detailed risk management plan along with a list of risks and methods for controlling them.
	Appendix: In the appendix, list any separate documents that are attached to support the proposal.

Additionally, you may define and assign key roles to specific people. A proposal will also typically have a section for authorization to document approval. Once the project is approved, you can create a project charter and comprehensive plan.
Project Proposal Tips
The first step for a project manager, or whoever is writing the project proposal, is to carry out detailed research, which may include analyzing previous projects and gathering information to support the project’s efficacy, objectives, and business value. It is important to involve stakeholders and decision makers early in the process to support buy in. Soliciting feedback in face-to-face meetings, and incorporating that feedback into the proposal, can help limit the changes needed and save time in the long run. 
When it comes to actually writing the proposal, start by emphasizing the problem you’re addressing. The proposal needs to show measurable benefits such as deliverables for a company or organization to be persuasive. Overall, the proposal should support an organization’s vision and long-term objectives. Whether you’re writing a lengthy research proposal or submitting a one-page proposal template, use clear, concise language so that readers can easily identify the information they need.
Take Your Project Proposal to the Next Level with Smartsheet
Empower your people to go above and beyond with a flexible platform designed to match the needs of your team — and adapt as those needs change. 
The Smartsheet platform makes it easy to plan, capture, manage, and report on work from anywhere, helping your team be more effective and get more done. Report on key metrics and get real-time visibility into work as it happens with roll-up reports, dashboards, and automated workflows built to keep your team connected and informed. 
When teams have clarity into the work getting done, there’s no telling how much more they can accomplish in the same amount of time.  Try Smartsheet for free, today.
Looking for more

Free 30-day trial
Enable everyone to work better, at scale, with Smartsheet.
Get started for free

Free Smartsheet templates
Get free templates

Free ebook: Project & Portfolio Management 101
Get the most out of your PPM efforts with our secrets for success.
Get the free ebook
Recommended Articles

Future of Work Management Report 2023

Free Project Management Plan Templates
Take your work to the next level. see how smartsheet can help..
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Distributing your business’s project proposal as a PDF enables any client with a free PDF reader to view it in the format you intended. Even if you don’t have Adobe Acrobat or another PDF creation program, you can still enjoy the benefits of creating and sharing PDF files. Microsoft Word allows you to create your proposal and then convert or print that document to PDF format.
Compose your proposal using Microsoft Word, WordPad, Adobe InDesign or any other word processor or page layout program of your choice.
Click “File” and then “Save As.” The Save As dialog box opens on the screen. Type in a name; if you have previously saved the file its name and directory appear by default. You can leave this information as is or modify it if desired.
Select “PDF” from the Save As Type drop-down menu located below the File Name box. Additional options will appear in the dialog box.
Leave the “Open file after publishing” option checked if you want to view the file in PDF format immediately after creation. Click the check box to deselect this option if you do not want the PDF version of your proposal to open automatically.
Select the “Standard (publishing online and printing)” option for the best print quality.
Click the “Options” button if you want to specify specific page numbers for conversion or if you want to include markups in the document.
Click the “Publish” button to complete the conversion. The file will open in PDF format automatically if you selected the Open File After Publishing option. Otherwise you can open your proposal by navigating to and double-clicking the new PDF file.
	Microsoft: Save as PDF
	Instead of saving your proposal as a PDF, open the Print dialog box -- exactly as if you were printing the document to an ordinary printer -- and select a PDF printer. If one does not appear, download and install a free PDF program such CutePDF Writer.
	Save a copy of your original project proposal to your hard drive or network share. This guarantees you have a current backup of the proposal prior to the conversion.

Mindi Orth began writing in 1996 as a technical writer for a consulting firm. She has experience in business documentation and has authored training and instructional materials. Orth holds a Bachelor of Arts in English from Baldwin-Wallace College.
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Free Business Proposal Template

Getting your business off the ground is no small task and might require gathering funding from investors. With Jotform Sign ’s free business proposal template, you can present your new business’s needs, ideas, and benefits to potential investors — making it easier to get their buy-in. 
A business proposal template is a tool for entrepreneurs to quickly and effectively create professional business proposals without having to start from scratch. Just create and customize your proposal, then send it to your investors and other stakeholders for their e-signatures.
Need to make changes to your business proposal template? No problem! With Jotform, you can drag and drop elements to personalize your proposal and match your company branding. You can add or remove form fields, create an automated signing order for multiple investors, upload logos and branding, and choose fonts and colors that work best for you. Work smarter with Jotform Sign!
More templates like this

Free Project Proposal Template
Don’t waste time creating multiple project proposals from scratch. With Jotform Sign’s ready-made Project Proposal template, you can generate and customize a professional-looking proposal that includes details such as an overview and description of the project, resources and budget, project goals, expected outcomes, and more. Update the wording however you see fit, then share it with clients via email to seamlessly gather e-signatures from any device.Want to personalize this Free Project Proposal to match your company’s branding with Jotform White Labeling? No problem! Using our powerful online builder, you can add or edit form fields, upload your logo and branding, include images, change fonts and colors, and make other design changes without any coding. Once both you and your client have signed this proposal, you’ll automatically receive a finalized document — ready to share, download, and print for your records.

Mobile App Development Proposal Template
Create a Mobile App Development Proposal Template that works for all occasions with Jotform Sign. With our entirely online signature and feedback collection process, you’ll be able to manage and reference signatures from your team members in one convenient place. Share via email or embed in your online team portal.Customizing this Mobile App Development Proposal Template is simple and efficient with Jotform Sign. Update the terms and conditions, add or remove form fields, change fonts and colors, and make other cosmetic changes with no coding required. Create your app proposal, send it straight to your team, and start collecting signatures and feedback instantly. Collaborate smarter with Jotform. To collect e-signatures on any device, create an e-sign document with Jotform Sign.

Cleaning Proposal Template
Attract customers to your cleaning services with a professional Cleaning Proposal Template. Simply customize the proposal template to match your services and branding, share your proposal to be filled out and signed on any device, and watch as each completed document is converted into a polished PDF automatically.Drag and drop to make this Cleaning Proposal Template your own — you can upload your logo, add terms and conditions, and change fonts and colors for a personalized touch. You can even set up a custom signing order if your document is being signed by multiple parties! Pair your high-quality cleaning services with a high-quality automated document using Jotform Sign’s Cleaning Proposal Template.
Why is a business proposal important?
A business proposal is a necessary tool for a new or small business to secure investments or partnerships. A business proposal lays out a business’s objectives, resources, and strategy to encourage investors to back it financially.
Business proposals allow you to display the unique value and potential of your business to secure growth capital and partnerships. With the right business proposal, you can rapidly accelerate your business’s growth.
What information should be included in a business proposal?
Your business proposal’s exact content will vary depending on the nature of your business, strategy, and needs. However, there are a few pieces of information every business proposal should include:
	Individual or group the proposal is prepared for
	Executive summary
	Vision and mission statement
	List of goods or services
	Business plan and timeline
	Terms and conditions
	Pricing and payment details
	Rights and obligations of each party
	Signature and date

Once you’ve included these key elements, you can customize your content to fit each individual investor. Using a business proposal template, you can make sure you’re asking for all the necessary information — without the added effort of organizing it yourself.
What are business proposals used for?
Small, new, or emerging businesses use business proposals to secure financial investments for their overall business or for specific initiatives. Proposals include details about the business’s strategy, objectives, and goals — as well as how the investment will be used.
These proposals provide the reason why investors should financially support a small business, including how the investor will benefit from the business’s growth.
What are the important elements of a business proposal?
Although every element of your business proposal is important, there are some factors that are key to success. To secure the interest of your investors, make sure to take extra time and consideration when crafting the following:
	Your executive summary highlights your business’s story and entices prospects to invest.
	Your vision and mission statement establishes your priorities, principles, and intended outcomes.
	A list of goods or services details how you intend for your business to make money for itself and investors. It also provides context for your business’s daily operations.
	The business plan and timeline offer a look into long-term strategy and potential business phases.
	Your terms and conditions outline the details of a potential investment in your business, including the expectations for both parties.
	Pricing and payment details provide investment options at different tiers, as well as how investors will make payments and how you’ll deliver returns.

Thinking through these important elements will not only increase your odds of success, but it will also keep your investors engaged and confident in your capabilities.
Who needs a business proposal template?
A business proposal template is a vital asset for any business seeking investment. While you can write a separate business proposal for every investor, it can demand a significant amount of time and resources.
Depending on your investment needs, you may find yourself approaching a wide range of investors. This means you’ll have to write and send proposal after proposal, adding to the existing work on your plate.
A business proposal template, on the other hand, will save you the hassle of creating and designing proposals over and over again. Simply use a single template as a base, then update it accordingly — sending personalized versions to as many investors as you need.
How do I write a business proposal?
Your business proposal should be unique to your business and capture an investor’s attention quickly. Large investors receive hundreds, if not thousands, of business proposals a year. That means your proposal needs to stand out from the crowd to get their attention and buy-in.
When it’s time to start writing your proposal, keep these tips in mind:
	Create an engaging title page.
	Keep language clear and concise.
	Use a table of contents.
	Define your problem and solution.
	Be clear about your “why.”
	Identify benefits for investors.
	Provide multiple investment options.
	Include signature or e-signature form fields to speed up the process.

Writing a business proposal that includes these best practices is easy with Jotform Sign . Just drag and drop your form fields into place to build a custom proposal from scratch. You can also save time and resources when designing and structuring your proposal by using Jotform’s free business proposal template.
How do I customize a business proposal template?
To customize Jotform’s free business proposal template, click on the Use Template button in the top right corner to enter the Sign Builder. In the Sign Builder, you have the freedom to make this template your own. Update the design, add your logo, and customize the body copy to match your business’s exact needs and branding.
Already have a template you prefer? Upload it as a PDF to Jotform Sign, which will automatically detect existing fields. Then, share it with a few clicks through email, a link, or a number of powerful integrations .
These templates are suggested forms only. If you're using a form as a contract, or to gather personal (or personal health) info, or for some other purpose with legal implications, we recommend that you do your homework to ensure you are complying with applicable laws and that you consult an attorney before relying on any particular form.
Your account is currently limited to {formLimit} forms.
Go to My Forms and delete an existing form or upgrade your account to increase your form limit.
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Legal Templates
Home Business Business Proposal
Business Proposal Template
Use our business proposal template to secure potential clients, outline value proposition, and convince a company to enter a business relationship with you.

Updated December 4, 2023 Written by Sara Hostelley | Reviewed by Brooke Davis
A business proposal is critical for forming new relationships to grow your business. A well-written proposal can make a difference in winning or losing prospective clients or customers.
When looking for new customers, a business proposal is a formal document that provides essential details of your goals and plans.
What Is a Business Proposal?
Types of business proposals, business proposal examples, how to write a business proposal, writing and design tips, business proposal sample, frequently asked questions.
A business proposal is a formal document you provide to a prospective client to obtain a business agreement .
Business-to-business or business-facing companies commonly use this document to persuade prospective buyers to purchase their services or goods.
This proposal aims to gain business , not sell the company itself. This document is unlike a business plan because an individual writes it to seek new customers instead of new investors.
When to Use a Business Proposal
You should use a business proposal to grow your business and solicit new customers. You are contacting potential clients to see if you could work together to further your mutual goals.
Whether the proposal was solicited or unsolicited, you want to create a compelling proposition laying out your business’s essential details.
Explore the three primary types:
Solicited Business Proposal
A solicited proposal is one that the potential customer or client seeks via a request for proposal (RFP) . Your company then provides the business proposal it asked for.
You may also provide a business proposal upon receiving a request for information (RFI) or a request for a quote (RFQ) to provide the customer with additional information about your offerings.
Clients may come to you to see if you’d be an appropriate vendor for their situation. A solid business proposal can help you answer their request and win business.
Unsolicited Business Proposal
You send unsolicited business proposals to customers when they have not explicitly asked for them. Your company is reaching out to attempt to gain new business with your submission.
As long as you target an unsolicited business proposal appropriately and clearly state the benefits of working with your business, you can experience success with an unsolicited offer.
Continuation or Renewal of Business Proposal
A continuation or renewal of business proposal lets you continue working with an existing client to update or extend an agreement’s terms.
If you’re looking for a business proposal example, explore some below:
Grant Proposal
A grant proposal helps a business gain funding to keep its operations going. Non-profit organizations usually implement this proposal, but it can also benefit some for-profit organizations.
	Target audience: An evaluation committee.
	How to write: Emphasize how your organization will use the funds to continue its mission.
	What to highlight: How you’ll measure success with the funding you use.

Event Proposal
This document lets you highlight how you’ll put on an event for a business, such as a conference, convention, or important meeting.
	Target audience: Company leaders.
	How to write: Include how the event will help improve business for the client.
	What to highlight: The unique features you offer that will make the event memorable for attendees.

Marketing Proposal
A traditional or social media marketing proposal can help you explain how you’ll advertise for a client, whether for a specific event or an ongoing relationship.
	Target audience: Clients who want to expand their reach.
	How to write: Explain your methods and how you can help clients meet their outreach goals.
	What to highlight: Your tried-and-true approach to marketing or similar clients.

Sales Proposal
A sales proposal lets you sell your product or service to another business. Your sales process may be different for various clients, so be sure to tailor each proposal accordingly.
	Target audience: Companies in need of products or services to improve their operations.
	How to write: Explain how your products/services will fulfill an absent need.
	What to highlight: The value your offerings provide over competitors’.

Construction Proposal
A construction project proposal helps you communicate the construction services you can offer to a client.
	Target audience: Clients who want to build or expand a structure for their operations.
	How to write: Communicate your process and timeline.
	What to highlight: The value and commitment to quality you offer.

Step 1 – Begin With a Title Page
The title page should introduce your company’s basic information. Include the following elements on your title page:
	Business address
	The date you submitted the proposal
	Your contact details

Step 2 – Provide a Project Overview
The project overview provides a quick summary of what your company does. It will address why the company is well-suited to engage in business and deliver the client’s desired goods or services.
Talk about the service/product details. Present any challenges the client may face while they conduct their operations and how you can help address them with your offerings.
Step 3 – Include an Executive Summary
The executive summary outlines why you are sending this proposal and why your solution is best for your prospective client.
Be specific in this section. Address the needs of the individual client. Outline the benefits of your company’s services and products and how they will solve the client’s problems.
You want to show that you bring something unique to the table. Show why this business should pick your proposal instead of the others they have received.
Step 4 – Share Your Qualifications
A client may not know your business before receiving your proposal. Attach social proof to convince them to work with you. Consider including industry awards, relevant case studies, and client testimonials to make a strong case for your company.
Step 5 – Add Project Details
A business proposal should include the necessary details of your proposed project. This description helps the client see how you will address their scope of work and meet their unique goals and objectives.
Step 6 – Specify a Timeline
Include the steps you plan to take if the client decides to work with your company. This way, they’ll know what to expect and understand your readiness.
Step 7 – Include the Budget and Financial Details
Pricing projects is essential to a successful business proposal. You must explore your pricing strategy and understand what you will charge for goods or services.
Propose a price that’s attractive to prospective clients but is appropriate for your bottom line.
This section is adaptable to your business’s needs. The sale of goods or services requires different pricing terms. A customizable business proposal template allows you to create a document that fits your needs.
Step 8 – Highlight the Terms and Conditions
Lay out any additional terms and conditions you want both parties to follow.
Step 9 – Acquire Signatures
Finish this document by signing it yourself and obtaining the receivers’ signatures. With the client’s approval, you can proceed with offering your products or services.
Here are some writing and design tips to maintain professionalism in your proposal:
Stay Consistent
Ensure your messaging remains consistent. Only offer what your company normally provides, and avoid making extravagant promises you can’t fulfill.
Make Your Proposal Clear and Succinct
Keep your proposal professional and reserved. This way, you can center the focus on what you have to offer without distracting visual elements interfering with your message.
An effective business proposal provides comprehensive information succinctly. It’s not overly wordy, and you don’t need to share every piece of information about your business.
Personalize Your Proposal
Research your proposal’s recipient so you can understand their unique challenges. Personalize your proposal to clarify why you’re the best business to work with, ensuring you distinguish your offerings from your competitors’ products or services.
Conduct Quality Control
Before you send your proposal, you can check that it:
	Meets clients’ needs and expectations
	Includes your value proposition
	Is easy to read/skim
	Complies with regulatory, ethical, and legal requirements

If you send unsolicited proposals, follow up professionally and be prepared for rejection.
Incorporate a Call-to-Action
Incorporate a call-to-action so the recipient knows what steps to take if they want to work with your business.
Add a Table of Contents
If your business proposal is long, consider adding a table of contents so readers can easily find different sections.
Download a free business proposal template in PDF or Word format below:

What information should I include in a business proposal?
A well-written business proposal should include the following elements:
	A title and table of contents
	An introduction and executive summary
	Your qualifications and why you will meet the customer’s needs
	Pricing, billing, and legal information
	Proposed solutions and description of goods or services

What’s the difference between a business plan and a business proposal?
The difference between a business plan and a business proposal is their purpose. A business plan outlines how a business will accomplish its goals, while a business proposal aims to acquire customers for its products or services.
What’s the purpose of a business proposal?
A business proposal aims to convince a potential client (usually a business) to buy the products/services you offer. As your proposal will typically compete with rival companies, you must use yours to show how you differentiate and demonstrate the value you can provide to the potential customer.
How long should I make my business proposal?
How many pages your business proposal should be depends on how much information you need to communicate to a potential client.
You should always try to be succinct, but you must include all the points the ideal buyer needs to know about your business. The length of the proposal often comes down to the project’s complexity.
Keep your information concise and avoid filler content. Using a simple business proposal template is an effective way to ensure you don’t under or over-sell yourself.
Related Documents
	Invoice : Request payment for itemized goods and services
	Letter of Intent : Use this document to declare your interest in a potential sale.
	Memorandum of Understanding (MOU) : Outline an agreement between two or more parties in a formal document, communicating mutually accepted terms.
	One-Page Business Plan : A simplified version of a traditional business plan that outlines the basics of your business.
	Lease Agreement
	Power of Attorney
	Non-Disclosure Agreement
	Eviction Notice
	Legal Resources
	Partner With Us
	Terms of Use
	Privacy Policy
	Do Not Sell My Personal Information


The document above is a sample. Please note that the language you see here may change depending on your answers to the document questionnaire.
Thank you for downloading one of our free legal templates!
Would you leave us a review?
We hope you've found what you need and can avoid the time, costs, and stress associated with dealing with a lawyer.
A review would mean the world to us (it only takes about 15 seconds).
Thanks again, and good luck!
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Spring Budget 2024
This is the Spring Budget 2024 in full. You can find supporting and related documents below.

Spring Budget 2024 (web)
Ref: ISBN 978-1-5286-4697-0, HC 560 2023-24
PDF , 1.1 MB , 98 pages
Order a copy
This file may not be suitable for users of assistive technology.

Spring Budget 2024 (print)
PDF , 1.53 MB , 204 pages
Spring Budget 2024 (HTML)

Impact on households: distributional analysis to accompany Spring Budget 2024
PDF , 194 KB , 17 pages

Spring Budget 2024: Policy Costings
PDF , 412 KB , 56 pages

Spring Budget 2024: Data Sources
PDF , 276 KB , 34 pages
Table 5.1 Spring Budget 2024 Policy Decisions
MS Excel Spreadsheet , 52.8 KB
Table 5.2 Spring Budget 2024 Measures announced at Autumn Statement 2023 or earlier that will take effect from April 2024 or later
MS Excel Spreadsheet , 86.1 KB
The Chancellor of the Exchequer presented his Spring Budget to Parliament on Wednesday 6 March 2024.
Distributional Analysis
This document sets out the estimated impact of changes to tax, welfare and public service spending policy that carry a direct, quantifiable impact on households. It also presents estimates of the overall level of tax paid and public spending received by households.
Policy costings
This document sets out the assumptions and methodologies used in the government’s costing of policy decisions announced since Autumn Statement 2023.  For each decision it contains a description of the measure, the base, and the methodology for the costing (including relevant adjustments for behavioural responses). It highlights main areas of additional uncertainty.
Data sources
This document sets out the data sources used in charts, tables and text in the Spring Budget 2024 document. This should be read in parallel to the references contained in the Spring Budget 2024 document.
Table 5.1 shows the cost or yield of all government decisions accounted for at Spring Budget 2024 which have a direct effect on Public Sector Net Borrowing (PSNB) in the years up to 2028-29. This includes tax measures, changes to aggregate Departmental Expenditure Limits (DEL) and measures affecting annually managed expenditure (AME).
Table 5.2 shows the cost or yield of all announced government policy decisions that will take effect from April 2024 or later, with a direct effect on Public Sector Net Borrowing (PSNB), costed using the determinants from the OBR’s March 2024 forecast in the years up to 2028-29. This includes tax measures, and measures affecting annually managed expenditure (AME).
Also publishing alongside Spring Budget 2024:
Spring Budget 2024: Personal Tax Factsheet
Spring Budget 2024: Non-UK domiciled individuals - Policy Summary
Changes to the taxation of non-UK domiciled individuals
Debt Management Report 2024-25
Vaping Products Duty consultation
UK ISA: Consultation
Reserved Investor Fund - Summary of Responses
Business Rates Avoidance and Evasion: Consultation response
Seizing the Opportunity: Delivering Efficiency for the Public
Private Intermittent Securities and Capital Exchange System (PISCES): Policy Paper
NatWest Retail Offer
Memorandum of Understanding for the “Trailblazer” Single Settlements for Greater Manchester and West Midlands Combined Authorities
Taxation of environmental land management and ecosystem service markets: Consultation response
Technical Note on New UK Independent Film Tax Credit
Investment Zones update
Spring Budget 2024: Overview of tax legislation and rates (OOTLAR)
Stamp Duty Land Tax: mixed-property purchases and Multiple Dwellings Relief
Stamp Duty Land Tax Relief for Multiple Dwellings Evaluation
Raising standards in the tax advice market: strengthening the regulatory framework and improving registration
Understanding the Vaping Market
Cryptoasset Reporting Framework and Common Reporting Standard
Operational reforms to the Nationally Significant Infrastructure Project (NSIP) consenting process: Government response
An Accelerated Planning System Consultation
North East Deeper Devolution Deal
Investment Opportunity Fund Prospectus
Buckinghamshire Level 2 Devolution Framework Agreement
Surrey Level 2 Devolution Framework Agreement
Warwickshire Level 2 Devolution Framework Agreement
The Case for Cambridge
Addressing Water Scarcity in Greater Cambridge: Update on Government Measures
Joint Statement on Addressing Water Scarcity in Greater Cambridge
Community-Led Housing
A Vision for Leeds
Local Nutrient Mitigation Fund Round 2
Written statement to Parliament - Revised National Networks National Policy Statement
Consultation outcome -  Draft revised National Networks National Policy Statement
National Networks National Policy Statement
Appraisal of sustainability for National Networks National Policy Statement
National Networks National Policy Statement habitats regulation assessment
Government response to Transport Committee report on draft revised National Networks National Policy Statement
Contracts for Difference Allocation Round 6 Statutory Notices
Alternative Provision Free Schools Application
Access HMRC’s collection of tax documents.
The following documents have been added: Written statement to Parliament - Revised National Networks National Policy Statement, Consultation outcome - Draft revised National Networks National Policy Statement, National Networks National Policy Statement, Appraisal of sustainability for National Networks National Policy Statement, National Networks National Policy Statement habitats regulation assessment, and Government response to Transport Committee report on draft revised National Networks National Policy Statement
First published.
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	How to Write a Business Proposal (+ Examples & FREE Templates)
Here are the essential elements to include: Your name along with your company's name. The name of the prospect (or their business) The date you're submitting the proposal. CREATE THIS PROPOSAL TEMPLATE. The gray business consulting proposal template above contains all the details a prospect would want to know.




	How to Write a Project Proposal (Examples & Template Included)
Here's a step-by-step guide to writing a persuasive priority proposal. 1. Write an Executive Summary. The executive summary provides a quick overview of the main elements of your project proposal, such as your project background, project objectives and project deliverables, among other things.




	PDF Parts of a Business Proposal
Business Proposals, Spring 2022. 1 of 6 Business Proposals A business proposal is a document you send to potential customers to persuade them to do business with you. Business proposals are a common and effective way to win business. Research your potential customer before writing a business proposal; customize your proposal to address their needs.




	PDF WRITING A SUCCESSFUL PROPOSAL
If you have a lot of supplementary materials, consider adding a sheet that lists them in the order in which they are attached. Putting It All Together. Now put the whole thing together: the cover sheet (if appropriate), the proposal itself, the budget and the supplementary materials. Add a cover letter if you wish.




	PDF How to Write a Project Proposal
A good Project proposal has an additional advantage; with appropriate revisions, the chapters in the proposal can give you a start on similar sections for the final report. Good work on the proposal has two advantages: planning for effective resource use when doing the project, and getting a jump ahead on the final report.




	How to Write a Project Proposal (Examples & Templates)
The best way to write a project proposal is to follow a step-by-step plan, regardless of proposal type. After you've completed your project proposal outline, follow the steps below to make sure your proposal is a winner. Step 1: Write the Executive Summary. Coming up with an executive summary is the first step to take when writing a project ...




	How to write a business proposal
You can use steps 2-6 here as the framework for your outline. You can even build out the entire document in a PDF editor. You'll be able to drop pages in add PDF comments to your proposal on the fly. 2. Build the title and table of contents. The introduction to your business proposal is always the title.




	Business Proposal: How-to Guide, Templates & Examples
A business proposal is a document that aims to secure a business agreement. Whether printed or digital, a business proposal is written by a business and offered to a prospective customer. In many cases, the prospective customer is also a business that's looking for the best B2B solution. The purpose of a business proposal varies.




	How to Write a Business Proposal (+ Template & Examples)
Download as Word Doc. Download as Google Doc. After you've downloaded our free template above, you can now customize it according to your business needs as you follow the steps to writing a proposal below: 1. Determine Sales Proposal Requirements. 2. Gather Necessary Information. 3. Design Your Proposed Solution.




	How to Write a Project Proposal [2024] • Asana
Your project proposal should summarize your project details and sell your idea so stakeholders feel inclined to get involved in the initiative. The goal of your project proposal is to: Secure external funding. Allocate company resources to your project. Gain stakeholder buy-in. Build momentum and excitement.




	How to Write a Business Proposal [Examples + Template]
Here's an example of what a business proposal template looks like when done right: 2. Explain your "why" with an executive summary. The executive summary details exactly why you're sending the proposal and why your solution is the best for the prospective client. Specificity is key here.




	How to Write a Business Proposal
A business proposal is a document you'd send to a prospective client, outlining the service you're offering, and explaining why you're the best person for the job. It's a pitch by a business or individual to complete a specific job or project, to supply a service, or, in some instances, to be the vendor of a certain product.




	17 Free Project Proposal Templates + Tips
Download Project Management Proposal Template - Excel. With this project management proposal template, you can describe the activities involved in different project phases, outline key deliverables, and list expectations. Adjust the proposal to suit the scale and type of project to be managed along with industry norms.




	Project Proposal Templates
A business project proposal template is a document that comes first in the project management pipeline. Its goal is to help project managers establish the value proposition of the project and sell it to investors or clients. The template provides a framework to specify the essence of the project, define its aim and budget, outline the roadmap ...




	20 Best Business Proposal Examples & Templates to Use
If you need to showcase more extensive data sets, try Visme's 20+ types of charts and graphs, including pie charts, bar graphs, line graphs, scatter plot and more. 17. SaaS Startup One Pager Business Proposal Example. Customize this template and make it your own! Edit and Download.




	How to Write a Business Proposal with Examples
1. Create a cover page. This section of a business proposal includes basic information like your company's name and contact information, your company logo, your client's name, and contact information, the date, and a title. A strong title page makes the project proposal look neat, organized, and well put together.




	19+ Project Proposal Templates (FREE Download)
Step 2: Provide background information. Step 3: Give your reason for writing the proposal. Step 4: Identify the problem your project solves. Step 5: Provide your intended solutions and explain what sets you apart. Step 6: Outline your budget. Step 7: Close with a strong call to action.




	How To Write An Effective Business Proposal
Types of Business Proposals. Understanding the different types of business proposals is key to selecting the right approach for your situation. Typically, proposals are categorized into two main ...




	How to Write a Business Proposal
This template encompasses all essential sections to showcase your offerings, including a summary, project overview, plan, co-branding prospects, benefits, terms and beyond. To get feedback about your proposal from coworkers quickly, you can invite them to your Visme project using Visme's collaborative features.




	PDF A Guide for Proposal Writing
In DUE, each panelist writes his or her own review for all proposals assigned to the panel. Reviewers are asked to provide a detailed evaluation of both the merits and the shortcomings of each proposal and to provide a rating. The panel then convenes as a group to discuss the proposals.




	PDF Business Proposal
Business Proposal Guidebook At Business-in-a-Box, our mission is to help every entrepreneur succeed in building their dream business. Therefore, we are happy to give you this FREE guidebook on how to prepare a winning Business Proposal. 3 Steps to a Perfect Business Proposal: 1) Download the Business Proposal Template that goes with this guidebook.




	How to Write a Project Proposal in PDF Format
7. Click the "Publish" button to complete the conversion. The file will open in PDF format automatically if you selected the Open File After Publishing option. Otherwise you can open your ...




	Free Business Proposal Template
To customize Jotform's free business proposal template, click on the Use Template button in the top right corner to enter the Sign Builder. In the Sign Builder, you have the freedom to make this template your own. Update the design, add your logo, and customize the body copy to match your business's exact needs and branding.




	Free Business Proposal Template
Step 2 - Provide a Project Overview. The project overview provides a quick summary of what your company does. It will address why the company is well-suited to engage in business and deliver the client's desired goods or services. Talk about the service/product details.




	Spring Budget 2024
The Chancellor of the Exchequer presented his Spring Budget to Parliament on Wednesday 6 March 2024. Distributional Analysis. This document sets out the estimated impact of changes to tax, welfare ...
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