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The written proposal is completed after you have already gained conceptual agreement 
from meeting with the buyer. The proposal affirms what you have already agreed, identifies 
options to proceed, provides your fees and terms, and (very importantly) gives them an 
opportunity to sign-off on your services.  
 

Basic Elements of a Written Proposal: 
 

The proposal can be accompanied by a letter or presented in letter form. The letter refers to 
the meeting, affirms that this proposal is summarising what has already been discussed 
and agreed, and affirms that you can help them to achieve their objectives.  
 

This is followed by the more formal part of the proposal which usually includes:  
 

Background / Situational Analysis: This summarises the issues involved and the 
problems and needs the organisation is experiencing, and affirms the basis for the program 
in order to provide solutions to the problems. (i.e. Why they need this!) 
 

Aims and Objectives: What the program is aiming to achieve, results that are expected 
from the program. (Focus on results that are important to the client and reinforce value) 
 

Measures of Success: Indicate how you will measure progress and success in achieving 
the objectives. What will be your indicators: Increased sales? Reduced attrition? Improved 
productivity? Less down-time?  
 

Methodology and Interventions: Outline what the project will involve and the steps you 
will take. This is where you flesh out the various parts of the program. Within this section, 
you will almost certainly offer a range of Options (see below). 
 

Options: Present a range of options (usually 3) that represent increasing value. eg: 
Option 1 = Basic option which covers the objectives = X  
Option 2 = Intermediate option which extends the objectives = X + Y   
Option 3 = Advanced option which far exceeds the objectives = X + Y + Z  
 

Timeframes: Outline start and end dates, and duration of various parts of the program. 
 

Accountabilities: What you and the client will each be responsible for. 
 

Fees: Outline your fees based on option chosen. 
 

Terms and Conditions: Outline your payment terms and any other conditions. 
 

Sign-off Opportunity: Give the client an opportunity to purchase your services. 
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