Template business proposal

The template business proposal can be used to help you structure your sales pitch to potential clients. It includes a cover letter, company presentation, solutions proposal, quote and template client testimonial. Modify it as necessary to reflect your company’s circumstances, industry and solutions or products.



[Date]
[Client’s name]
[Client’s company]
[Client’s address]

Dear [Client’s name],

Thank you for accepting this proposal from [your company] to provide [your product/service] to [client’s company].

We understand you need [describe the outcome the client’s company is looking to achieve]. As you’ll see in the attached material, we have the [experience/process/tools/team] to help you achieve your goals and [solve a specific problem].

Specifically, we bring [describe your unique value proposition and the element of your solution that makes you the best choice]. These capabilities will allow us to provide you with [describe the benefits/results the client’s company will receive].

Please don’t hesitate to contact me at [phone number and/or email address] if you have any questions about our company or services. I look forward to hearing from you.

Sincerely,

[Your signature]

[Your name]
[Your title]
[Additional contact information]



logo here
[Your logo]













Business proposal template

For [client company]

[Name of the project]

[date] 




















Prepared by: 

[your name, title, company]
[Your address] 
[your phone number]
[your email]


1. Executive summary

This is a one-page summary that succinctly summarizes your business proposal’s key elements. It typically answers these questions.

· What are you proposing?
· How much will it cost?
· Why are you suggesting this?
· Why is your solution the best alternative?
· What is the timeframe?

2. Client challenges

Describe the client’s needs, pain points or opportunity. Be sure to address the specific needs of both the decision-makers and their key team members.

3. Proposed solution 

Explain your product or service and how it addresses the client’s challenge. Include these elements.

· Your approach—details on your solution and how it will resolve the challenge, including a list of deliverables (if applicable)
· Cost—an itemized quote or summary of costs or fees (see template below)
· Timeline—a table of deliverables and delivery dates (see template below)
· Key outcomes—several metrics to use to measure the proposal’s success

4. Why us

Explain why the client should choose you. Include:

· How your solution is more beneficial than the alternatives
· Expertise and past experience
· Your problem-solving capacity

APPENDIX

Your appendix can include:

· Terms and conditions—anything not included or out of scope in your solution.
· Company description
· Key team members’ bios (see template below)
· Awards
· Client testimonials (see template below)
· Tailored product list—list other products the client may be interested in in future to show the potential for a longer-term relationship and the depth of your offering. Don’t include a generic sales brochure. Create a specific product list adapted to the client’s potential future needs.
· Warranty—your warranty policy.
· Confidentiality—your confidentiality policy or assurances of your commitment to keeping client information confidential.
· Contact information





Quote template


	
QUOTE

Deliverables:

Element 1
	First task in element 1							[$000.00]
Second task in element 1						[$000.00]
Third task in element 1							[$000.00]

Element 2
	First task in element 2							[$000.00]
Second task in element 2						[$000.00]
Third task in element 2							[$000.00]

Element 3
	First task in element 3							[$000.00]
Second task in element 3						[$000.00]
Third task in element 3							[$000.00]


	
Subtotal									[$000.00]
Sales tax*									[$000.00]
Total										[$000.00]


* Varies by jurisdiction.







Timeline template

	
Step 1 
[details of the deliverable]

	
Delivery date

	
Step 2 
[details of the deliverable]

	
Delivery date

	
Step 3 
[details of the deliverable]

	
Delivery date

	
Step 4 
[details of the deliverable]

	
Delivery date




Team member bio template

	
[Insert employee picture]
[image: Image result for profile image]

	
[Name]
· Relevant career highlight 1
· Relevant career highlight 2
· Relevant career highlight 3


	
[Insert employee picture]
[image: Image result for profile image]

	
[Name]
· Relevant career highlight 1
· Relevant career highlight 2
· Relevant career highlight 3


	
[Insert employee picture]
[image: Image result for profile image]

	
[Name]
· Relevant career highlight 1
· Relevant career highlight 2
· Relevant career highlight 3






Client testimonial template

Name of the client
Name of the company (for B2B businesses)

	
Company profile (for B2B businesses)
Describe the client’s business.

	
Insert client picture
[image: Image result for profile image]

	
Problem
Describe the problem your client was trying to resolve.

	

	
Solution
Explain how you helped the client.

	

“Add a compelling quote from the client in which they explain how you helped them.”

	
Results
Give concrete examples of the results you achieved. Results backed by numbers are the most impactul (e.g., profits increased by 5% year over year). 

	



NOTE: Terms and conditions for using BDC’s business proposal template
You are permitted to use this template solely for your company’s business activities.
You may not mention BDC’s name in a business proposal to your clients, and you are responsible for the content included in the business proposal.
We cannot guarantee that using this template will increase your sales, and we will not be held liable for any damages arising from its use.
If you do not agree with the foregoing, do not use the template. 
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