
PROPOSAL
[Project title]
Prepared for [Client name]
Prepared by [Your name, Company]
[Date] · Valid until [date]


1. Executive summary
[Three or four sentences: what the client needs, what you propose, the outcome and the investment.]
2. Understanding the problem
[Restate the client's situation and goals in their words. Show you have listened.]
3. Proposed solution
[Describe your approach and why it fits. Use sub-headings or bullets for phases or components.]
4. Scope of work
[Deliverable 1 – description]
[Deliverable 2 – description]
[What is NOT included]
5. Timeline
	Phase
	Activities
	Duration
	Dates

	[Discovery]
	[Workshops, research]
	[2 weeks]
	[dates]

	[Build]
	[…]
	[6 weeks]
	[dates]

	[Launch]
	[…]
	[1 week]
	[dates]


6. Pricing
	Item
	Description
	Price

	[Item]
	[…]
	[0.00]

	[Item]
	[…]
	[0.00]

	
	Total
	[0.00]


7. Why us
[Relevant experience, similar projects, team, testimonials.]
8. Terms & next steps
[Payment terms, validity, assumptions. To proceed, sign below or reply by e-mail; we will send a contract and start on [date].]

______________________________
[Client signature / name / date]
Blue highlighted text = replace with your own. Delete this note before printing.
[Company] · Proposal for [Client]   




