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Section one: Management summary

This is written very much from a business perspective.  For this reason it is usually best written by people whose skills lie, not in project management or the technical side of your profession, but in selling.  It may well be the only thing the senior executive reads so it needs to encapsulate the key benefits of your proposal.

Also, the management summary is the only part of the proposal that does not fit into the four stage construction process.  Although it is the first thing to appear in the finished document it should be the last part you actually write because that’s the time when you will be able to make the best job of it.  It’s a module in its own right.


Stage one of the management summary

· Summarise the client’s situation

· Summarise what you are proposing to do

· Summarise how you will do the work.  If possible, condense this into 4 or 5 bullet points

· Summarise why you would be a good company to do the work, and the benefits the prospect would enjoy from having you do that work.  Condense this into bullet points too 

· Finally, you need to summarise the financial aspects of your proposal.
Section two: Introduction

This should be a short section; rarely more than a paragraph.  It should summarize the dates of the meetings you had with the prospect that lead to the creation of the proposal and should also list the people who attended those meetings.  Do not attempt to summarise the contents of those meetings in the introduction.  That is best left to the next section.  

The real purpose of the introduction is to set the scene and show that you keep good records.  It also allows you to sweep all the messy but necessary parts of your proposal into one neat section.


Stage one of the introduction

· You need to give the dates of previous meetings, and who attended them, that lead to this proposal being written.  If your proposal is a response to a Request for Proposal (RFP) then this is the place to mention it.
Section three: Our understanding your requirements

You already know that so much of selling services is about demonstrating understanding and fit to requirements.  Therefore the key purpose of this section is to show your prospect that you have a thorough and complete understanding of their situation.  


Stage one of understanding your requirements
· Write an overview of the prospect’s company and its situation  

· Position the technical situation

· Position the particular issues

· Describe the benefits to be gained if these issues were successfully resolved.

Section four: Our suitability for the work

This section should highlight the reasons why your company is well suited to the work.  Your instinct may well be to list a string of reasons here but that is rarely your best course.  Listing the top three or four reasons is usually much more persuasive.  It’s a funny thing but it’s often the case that the fewer fact based reasons people have for supporting a particular view, the more powerful their emotion based reasons for that support become.

Stage one of your company’s suitability for the work
· Say you are keen to do the work and believe there are a number of reasons why you are best suited to it

· Then list those reasons with credentials to back them up.
Section five: The proposed way forward 

This section describes how your company will do the work.  Depending on the circumstances of the proposal you might then want to describe a small piece of work that your company could do as a lead in to the main piece.  The reason for doing this is that your prospect might well be hesitant to award all the work in one go, even if that is what their original requirement stated.  This will be very likely if the decision is being made, not by an individual, but by a group because groups are more likely to come to compromise decisions than individuals.  In such circumstances your proposal for a lead in will be exactly the type of thing that appeals to committees.  


Stage one of the proposed way forward
· Say how you are going to start.  Almost certainly this will be by talking to the people closest to the issues so write a few lines describing how you will do that

· After that you will probably look at what’s technically possible so write a few lines describing your process for doing that

· Then you are probably going to think about recommendations before presenting them to the client so you should describe that process too.
Section six: Costs
You should explain your approach to billing in a clear and open way.  This means including a summary of your day rates, your expenses and your one off charges.

Clarity, not ambiguity, is your best friend when you write this part of the proposal because issues that are avoided now will tend to rebound on you later and when that happens they could damage the trust between you and the prospect.  Trust is a very important factor when selling and it needs nurturing at every stage of the sales process.  Being scrupulously open about your costs is a good way to gain trust and it is unlikely that all your competitors will be as open as you are.  Imagine a situation where you have detailed all the extra costs; such as expenses, equipment hire, VAT, etc. and your competitor has not.  In the eyes of the prospect, you will look the better partner. 


Stage one of the costs
· You need to say whether you proposal is fixed price or time and materials.   If it’s time and materials you need to say how accurate you think your estimates are.  This is best said by giving a likely variance of plus or minus percent.  You might also want to summarize the methodologies you have used to make predictions and you should explain your expenses policy.

Break down of the costs

	Task
	Days spent by consultant
	Cost

	 
	£1,000
	£400
	 

	Project Design
	0.25
	0.5
	£450

	Implementation
	 
	3
	£1,200

	Testing
	 
	1
	£400

	Project Management
	0.5
	 
	£500

	Total
	
	
	£2,550


Section seven: Possible next steps

Your proposal cannot exactly ask for work in the way a human can but it can do the next best thing.  That is to open a conversation about possible next steps.  The best way to do that is to mention again that small piece of work that will get things started.  


Stage one of the possible next steps
· Say you would be pleased to help with further work after this stage and invite them to accept your offer.  You may want to put a time limit on the validity of your quote.
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