Business Proposal Template

No matter what kind of business you have, you will need to write a proposal at some point. You
might respond to a Request for Proposals (RFP) that you saw advertised on an industry website,
or you might receive an invitation directly from a client. Either way, it is essential to construct a
clear, comprehensive response. You can adapt this template to meet the specific requirements
of your potential client.

HubSpot Tip: If your business proposal is particularly long, consider including an Executive
Summary that provides the highlights. See HubSpot's Executive Summary template for more
detailed guidance.

Understanding of the Problem

Projects are typically developed around problems that need to be solved. In this section, show
the potential client that you understand the history of the problem and the unique requirements
that it entails.

Keep your proposal customer-focused. Make the client feel like you understand them better
than any of your competitors.

HubSpot Tip: Think of the organization of this section like a funnel. Start with a broad
description of the context, then continue to give more specifics about the potential client and
their general needs, and finally home in on the particular problem at hand.

Proposed Solution

This section is the heart of your proposal. Present your solution in as much detail as possible,
preferably in a step-by-step format that addresses all of the client’s requirements.

To really drive home the point that your offering meets all of the client’s needs, consider
providing a “features and benefits” table like the one below. It outlines key parts of your
product or service and their specific value to the potential client.

Product/Service Feature Benefit to the Client




You know the saying “a picture is worth a thousand words”? Well, it rings true in business
proposals! Try to provide tables and graphics when possible to break up the narrative and make
your points easier to understand and digest. If you work in a field that is suited to it, consider
including images and examples of your products or services.

HubSpot Tip: Keep your solution focused on the client. Be specific about how you will
meet their unique requirements. Using a proposal template is helpful, but you need to tailor it
to every new project.

Pricing Information

While the Proposed Solution section is important for persuading the potential client to choose
your company, it is also crucial to provide a well-documented, competitive pricing summary.
Make sure you include pricing for everything that you described in the previous section.

Depending on the good or service you are providing, you might be paid on a fixed fee, hourly,
or per unit basis. You might want to suggest a one-time payment or a series of installments. If
you will be paid in multiple installments, consider detailing this in a Pricing Schedule.

You should also list and explain any assumptions that, if they were to change, would alter the
price of your proposal. For example, the number of in-person meetings required, the start and
completion dates of the contract, and the number of rounds of revisions allowed.

HubSpot Tip: If your pricing structure is complicated, consider using Microsoft Excel,
Google Sheets, or another spreadsheet tool to calculate your final price. You can provide the
price in this format or transfer it to your proposal document.

Proposed Schedule

Whether or not your client specified an expected completion date, you will want to propose
one. You should offer a detailed schedule of the phases needed to meet the requirements of
the proposal. You should also describe the work products, also called deliverables, associated
with each phase.

Consider presenting the schedule graphically in a timeline or as a table with activities and dates,
as shown below.

Phase 1 Phase 2 Phase 3

January 1 - March 31, [Year] April 1 -June 30, [Year] July 1 - September 30, [Year]




Project Activity Date of Completion

HubSpot Tip: Aproject schedule is an essential tool for successful project management.
By providing a detailed schedule in your proposal, you can show the client that you are
committed to completing the project by the deadline.

Conclusion

It is always a good idea to simplify things for the customer. Begin the conclusion by briefly
stating why you are the best choice to meet the requirements. Describe the next steps and
confirm your availability for future discussions.

Then, rather than make them search for it, provide detailed contact information right at the end
of your proposal, so the client can get in touch with you easily.

HubSpot Tip: Consider including a signature page directly in your proposal. This way, the
client can sign right away without having to request an additional document.

Terms and Conditions

Include your company'’s terms and conditions. The terms and conditions indicate the provisions,
requirements, rules, specifications, and standards on which the resulting contract will be based.

HubSpot Tip: Be sure to make any adaptations that are necessary for this specific proposal.

Appendices

Appendices are a good place to include any information that you think is important, but that

the client did not specifically request. Also, it is a good place to insert documents that are too
large to include within the document. You can reference the proposal and attach them in the

Appendices so that they do not interrupt the flow of the narrative.

HubSpot Tip: Sample items for the Appendices include the bios and/or resumes of the
team that would work on the project, photographs of products you will use in the solution, or
screenshots of your software solution.




