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A business proposal is a document that is used to offer specific goods or services to potential customers at a defined cost. They are usually used by B2B companies to win new businesses and can be requested or unsolicited. Effective business proposals have an executive summary, key project details, and require a customer signature. Free Business Proposal Template An excellent business proposal includes several key elements, including an executive summary, project details, timeline, terms and
cost, as well as a conclusion and signature field for the prospectus. Business proposal templates ensure that none of these components are lost, making them a critical tool for any small business. Visit our Free Business Proposal Templates article to download a free template in PDF or PowerPoint formats. Here are the seven steps to writing an effective business proposal: 1. Collect the information you need When a new business opportunity becomes available, you may feel pressure for your proposal to
be submitted as soon as possible. Although you definitely want to submit it sooner anytime later, taking some time to learn about the client and the project will first help you come up with a proposal that is more likely to be accepted. This will inform the key elements to be included in your proposal and create a more precise and effective proposal resulting in a closed agreement. Have a discovery meeting To maximize your chances of closing any agreement, we strongly recommend that you hold a
discovery meeting before submitting your initial sales proposal and creating a proposal. You must schedule this meeting before creating the proposal to ensure that you and your client are on the same page. If you do not demonstrate that you understand your main weaknesses and address your potential objections, your proposal may or may not be taken seriously. Some of the key questions you need to answer before writing your proposal include: Who are the buyers? The person you met may not be
the final decision-making. Determine who else may be involved in the process. If possible, ask the prospectus to describe your decision-making or approval process. What's the point of pain? Investigate your competence to identify potential weaknesses or gaps. Ask potential customers questions about their past experience with similar products or services to identify their weaknesses and how you can resolve them with their products and services. Is there a budget? Ask the prospect if they have a target
price in mind or if there is a budget for the project. Answering this question will help you avoid wasting time on proposals that have no chance of profit. Is there a date Many companies set internal deadlines for making purchasing decisions in order to reach production or release schedules. They may also be motivated to buy at specific times of the year. Ask if they have a deadline to help identify the time period. What is your best solution to your problem? Determine which of your offers provides the most
benefit depending on who the buyers, buyers, need, what are their weaknesses and their purchase schedule. What are your costs if the proposal is accepted? Calculate costs, such as labor or materials you'll incur as a result of your proposal, and calculate the total projected revenue for your business. A simple rule of business is to submit a proposal after your first meeting. Include a personal note that acts as a follow-up: Hey, it was great to connect the other day, and then attach your proposal. – Andy
Freivogel, Science Retail  Pro tip: Customer Relationship Management (CRM) systems are used to store and manage your leads and contacts, so it's the ideal place to manage your proposals as well. In fact, you can incorporate your business proposal into your sales pipeline stages to help track your proposal activities and move your leads through the sales cycle. For example, Salesforce Essentials lets you store customer contact information, meeting notes, documents, and emails all in one place.
This makes it easier and more efficient to manage sales activities, including proposals. Sign up for a 14-day free trial today. Visit Salesforce Essentials 2. Define project objectives and scope The first thing you want to do before out sketching the scope of your project is to define the objective of your business proposal. It's important that you know and be able to articulate your goal so you never lose sight of why you're writing the proposal. This helps shape your scheme and business proposal. It is also
good practice to indicate the objective, either in its introduction or in the executive summary of its proposal. Know the objective of your business proposal To create a proposal objective, ask yourself the following questions: What is the purpose of the proposal? What are the needs or weaknesses of your prospect or customer? What problems are you solving with your products and services? How does your solution solve your customers' or leads' problems? Once you've answered these questions, create
an objective proposal statement that focuses on your customer's or prospect's needs. Example of objective statement The purpose of this business proposal is to demonstrate how _________________ can solve the problem of _____________ for
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
This overall goal can be applied in a specific example, and an objective statement might be similar: The goal of this business proposal is to demonstrate how Acme Restaurant Group can solve the problem of high event costs and inconsistent guest experiences for Acme Financial Planners by creating a partnership where we organize all of its dinner presentations in major markets where we have locations and have events. Outline the scope of the project The scope of the project is the summary of its
deliveries and should take into account characteristics, functions, tasks, costs and schedules. This step will define the declaration of work (or (or who, what, where, when, how and why) in relation to your proposal and financial costs. While you can answer these questions in your head, it's a better idea to write them as a separate note or record the answers in your CRM before starting your proposal. To outline the scope of the project, answer the following questions: Who will do the work, who will oversee
the work, and who calls the client if there is a problem? What: What solutions need to be delivered, what will be required to do so, what can the customer expect and what will it cost them? Where: Where will the work be done and where will it be delivered? When: When will the key milestones begin, when will key milestones be scheduled, when will the project be completed, and when should payment be paid? How will the work be done, how it will be implemented, how it will be managed, how will it
achieve quality control and customer satisfaction, how the risks will be mitigated, how long will it take and how will the work benefit the customer? Why: Why did you choose the strategies and alternatives you have selected and why should the customer select you? Writing them will give you an advantage as these answers will make up most of the business proposal. It also gives you the final confirmation that you have the resources to complete the project, or you will report any major inconveniences
before it is over-invested. 3. Calculate your labor and costs from the beginning, you want to consider how much the project will cost and how much to charge the customer. Many companies use a simple formula to estimate their labor costs: Take a mental walk from the project and note the realistic number of hours it will take for each task. Add this up and multiply it by 1.5. For example, if you think a project will take 10 hours, write it as 15 hours in your proposal (10 * 1.5 x 15). Why overestimate? This is
because projects often have unforeseen twists and turns, and adding this extra time will help explain any potential obstacles and build a contingency budget. Also, if everything goes smoothly and you end up below your estimated hours, you can always offer bonus work or bill your customer for a smaller amount. Both will give rise to enchanted customers. 4. Start drafting your business proposal Now is the time to delve into the actual proposal document. Proposals tend to follow a loose formula. They
begin with an introduction that summarizes their business and project, followed by a body that goes into all the details (including a price table, photos and graphics), and a conclusion that tells the customer how to proceed. Including the signatures page, good business proposals must have between six and seven sections. Delving into this part of your proposal can take a while. However, we've developed a business proposal template that you can download to help you get started. six sections you need to
address in your business proposal include: Section 1: Getting Started with your company and mission in a way that relates to the needs of your potential customer. You can include a short story that gives your customer an idea of the character of your brand and helps build trust. Highlight what sets your company apart, achievements, credentials, and any prizes. The duration of its introduction should be a matter of common sense. If you're proposing a one-day carpet cleaning job, don't spend more than a
few sentences describing your business. However, if your contract is ready to last several years, you'll probably need to spend more time explaining the core values of your business. However, always try to keep it under one page. If your timeline is tight, you can hire a writer to develop a polished introduction. Section 2: Executive Summary The executive summary is one of the most significant sections of your proposal. This is where you should present the case of why you are the right company for the
job, and give the reader the key message of the proposal. You should not try to summarize all aspects of the proposal, but to focus on the conclusions to which you want the reader to reach after reading it. Use direct, factual language that is objective and persuasive. This section must also be kept on a page. Section 3: Table of Contents (optional) A table of contents can be useful for longer proposals with many details. List each section (and subsection) with its corresponding page number. In general, we
recommend keeping your proposal as short as possible, most proposals should not need this additional section. Section 4: Body Once you have filed your general case in the executive summary, you can describe the details of your proposal. This is where you can answer questions from who, what, where, when, how, and why you identified in step two. Include information about scheduling, logistics, and pricing. You can use data charts to illustrate essential concepts, and you can also include testimonials
from past customers and a link to your website. A good way to get started is with project details, including a price grid or a breakdown of the timeline. A price grid details the products or services involved in the proposal, as well as their price and any terms related to their delivery in an easy-to-read format. You may also want to close the body with a signed agreement form that can act as a contract agreement. This is a good tactic to help speed up the ending. The body is also where warnings or
disclaimers about the type of work it can produce are included. This is also known as its terms and conditions and is one of the most critical parts of your business proposal. It is also one of the most complex arts to master. Is common tendency for customers to expand (knowingly or unknowingly) their requirements once committed to a supplier. For example, suppose you're a contracted company to set up Internet and Wi-Fi. While you are at work, you will also be asked to set up your Voice over Internet
Protocol (VoIP) phones. After that it's just a matter of connecting Ethernet cables to phones. Weeks later, however, you start getting calls about phones that don't work. Involuntarily, you took responsibility for a system that's not even your specialty. To avoid this type of responsibility, you can write warnings about both the type of work you offer and your prices. An example of a warning might be: [Your Company Name] will service all technical issues related to [Your Specialties]. We reserve the right to
charge additional fees for the implementation of an issue that is not listed above. On the other hand, you don't want to include so many warnings that your client is scared. This is where the art of writing a business proposal comes into play: include all the necessary waivers, but read them in a way that still shows the value you'll bring to a business. Section 5: Conclusion Once you have outlined the details of your proposal, re-emphasize the excellent results your company can provide. You should end up
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with a call to action that encourages the reader to contact you or visit your website for more information. Ideally, you want your client to take immediate action on something, even if it's a small thing. Section 6: Appendix Appendix is an optional section that you can use to include information that may not fit well in the body of your proposal. For example, you can include staff resumes or charts, projections, and additional customer testimonials.  Pro Tip: As you write your proposal, you'll probably still refer
to old emails and notes to find who, what, where, when, how, and why. A CRM is a great place to store these important pieces of information. In particular, custom fields remind you and your employees to collect this information and facilitate future access. For example, an IT company needs to track pre-sales owners for their offerings to add pre-sales engineers by name to their proposals and pay their commissions. By adding these fields to the opportunity in your CRM, the information is easily
accessible when it comes time to write a formal proposal and pay commissions. The number of custom fields you can add depends on the CRM you choose. Salesforce Essentials gives users the ability to add five custom fields in the Essential plan. Sign up for your free trial today to see how Salesforce can help you better manage your unique business requirements. Visit Salesforce Essentials 5. Edit your business proposal first, review your proposal before sending it to a prospect. Whenever possible,
send it to someone else to read. A second set of eyes can detect errors that can don't see. Many word processing tools allow you to track changes to shared documents, providing you with a record of level comments or suggested fixes. You can always hire a freelance editor to review your proposal. Secondly, pay attention to the tone and duration of your proposal. In particular, make sure your proposal is short enough to read a single session and contains language that is professional, but clear. Make
use of the Appendix Any additional information, such as testimonials, graphs, and graphs, can be moved to the appendix. As for the length, keep an eye out for repetition. Instead of emphasizing your value proposition repeatedly, find a single example that drives your point home: How much do we care about our customers? Our phone line is open 24 hours a day, 7 days a week and we respond to all emails in 30 minutes or less. Business Proposal Tone &amp; Language Be sure to use clear, concise,
and simple language that avoids industry jargon and technical terms. At the same time, avoid using hyperboles that exaggerate your business or service (Our innovative product quadruples sales), as this can undermine the trust you're trying to foster with your potential customer. Also, use the same casual-meets-formal tone that you would use in your office during a meeting. There's an exception: Even if you've joked with your lead, keep the mood out of your proposal. This is because you never know
who is reading the proposal. It is often passed from a business owner to other employees, spouses, and even friends. A joke that lands well with your client can fall off with someone else. 6. Submit your business proposal Once your business proposal is complete, you must send it to your primary point of contact and the primary decision maker. If you're not sure who exactly should receive it, don't be afraid to ask. This ensures that all key people have the information and can provide feedback or get input.
It also avoids delays later in the process that occur when the right people don't have the information they need to make a decision. In most cases, you can submit your proposal via an email attachment. It is best to send it as an attachment rather than inside the body of the email to reduce the risk of key details being lost in a long message chain or cut off when printed or forwarded. However, some companies require you to log in to your portal and enter your proposal details or submit your proposal
costs in their provided forms.  Pro: If you regularly submit your business proposals via email, it's also a good idea to consider using email tracking software. This will help you make sure your email reached your intended destination, and will inform you when the recipient opens your message. You can then plan a follow-up to see if they have any questions. 7. Follow-up If you have written a proposal before, you know that the work has just finished after clicking on Tracking with a customer to give you a
reminder and answering questions is a key part of the proposal process. We've written an article about several different types of tracking messages you can use, as well as a number of sample email tracking templates. Waiting for the perfect time to follow up should be a simple but significant part of your proposal strategy. One perspective will be more to a follow-up conversation when your proposal is fresh in your mind, whether you were given a full reading or a quick look. This is why CRM is critical for
sellers. In addition to helping you track your customers' contact details, they can also be a great tool to stay on top of open proposals. Salesforce Essentials gives you the ability to manage your contacts, leads, and even revenue from successful agreements, all within a single program. Sign up for a 14-day trial to learn how Salesforce Essentials can benefit your business. Visit Salesforce Essentials after winning the contract While you might be thinking the challenge ends with a signed contract, this is not
exactly the case. Because any small business owner can attest, it is imperative to apply the same level of organization to ongoing deployment and support. This means answering the questions you submit and executing the results described in your proposal. It's also very important to remember that while this may be the end of your new customer sales process, it's also the beginning of a new customer relationship. When I was in a business-to-business (B2B) software startup, we sent videos that had
the sales rep introduce the onboarding team member who explained what would happen next to get started. You can also send a welcome package or make a phone call by welcoming them as your newest customer and review any questions. Business proposal tips, formats and examples There are many formats you can use to create a business proposal, depending on the needs of your specific business. While our downloadable template is a great way to help you get started, you need to update it to
include your company's brand and unique offerings. The format you choose should be designed to capture a buyer's attention and help your proposal stand out from the competition. Business Proposal Tips Here are some business proposal format tips: Hire a designer or use professional templates: Business proposals are more professional when you use custom-designed templates or if you hire a designer to create them for you. Use calls for important points: This can be done by using calls to highlight
how the solution resolves your customer's weaknesses. Use line items and bullets: Using line items and bullets makes business proposals less dense and easy to read. Making your business proposal easier to read increases your chances of being read and perceived in a more favorable light. Business Proposal Formats Another alternative to having account when thinking about how to write a business proposal is to use a third-party business proposal service. These tools offer additional benefits
compared to proposals written with traditional word processors, such as electronic signature, tracking notifications, and even integrated credit card processing. We've written an article comparing some of the best small business proposal software. Examples of proposals include: Example of business proposal #1 example of business proposal #2 example of business proposal #3 example of business proposal #4 FAQ? Generally, no. Unless there is a real-time limitation, a deadline is just an arbitrary
statement. All you do is pressure your client to sign the agreement quickly. While this was a common sales strategy in the past, many small business owners have strayed from this philosophy today. Deadlines are also not a great generator of trust, as they reveal that their focus is on the contract itself, and not on customer needs and long-term well-being. How long should a business proposal be? As short as possible. If your recipient can't read and digest your proposal in a single session (about eight
minutes), chances are you'll return to your stack to do, or forward it to another employee. The best case is that this prolongs the sales process. At worst, he takes you out of the race. What is the difference between a simple and formal business proposal? A simple business proposal can be a written or verbal statement describing the generic cost of doing business, such as an estimate of the stadium. A formal business proposal, also called a request for proposal (RFP), is a document that describes the
very specific needs, scope of work, or how the work will be completed. Bottom line In terms of how to write a business proposal, the most important thing is to try to think like your client. If you can put yourself in place, you'll be able to better explain why your business is the best for the job and anticipate all the questions they may have along the way. Sense.
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