Proposal
	Prepared for
	Client organisation and the person who will decide

	Prepared by
	Your company and the proposal lead

	Reference
	e.g. PR-2026-031

	Date
	

	Valid until
	e.g. 60 days from the date above

	Version
	1.0



1. Summary
Half a page for the person who signs: their goal, what you propose, the result they can expect, the price and the decision you're asking for. Write it last.
2. Your situation and objectives
Show you listened. Use the client's own words and figures from your conversations.
	What you told us
	What it costs you now
	What success looks like

	
	
	

	
	
	

	
	
	



3. Our approach
	Phase
	What we'll do
	What you'll receive

	1. Discovery
	
	

	2.
	
	

	3.
	
	

	4.
	
	



4. Scope
	Included
	Not included

	
	

	
	

	
	

	
	



5. Timeline
	Milestone
	Target date
	Depends on

	Kick-off meeting
	
	Signed agreement

	
	
	

	
	
	

	Handover
	
	



6. Your team
	Name and role
	Responsible for
	Relevant experience

	
	
	

	
	
	

	
	
	



7. Why us
Similar work for similar clients, with a case study or a reference they can call
What we'll do differently, and why it matters to this client
How we'll keep you informed: named contact, reports and meetings
8. Investment
	Option
	What it includes
	Price (excl. VAT)
	Payment schedule

	A
	
	
	

	B (recommended)
	
	
	

	Ongoing support (optional)
	
	
	



Say what the price covers, what would change it, and how extra work will be agreed and charged.
9. Assumptions and what we need from you
Information, access or people the client must provide, and by when
Assumptions behind the price and the timeline
The terms of business that will apply
10. Next steps
☐  Client chooses an option
☐  We send the agreement for signature
☐  Purchase order raised, if the client uses them
☐  Kick-off meeting booked
Acceptance
	Option chosen
	

	Accepted for the client by
	Name and job title

	Signature
	

	Date
	



Free template from runbooked.co. Delete this line if you like.




