
Strong proposal writing considers 
the unique needs and goals of your 
prospective client. 

By evaluating and including each 
item on the following list, you can 
set your proposal apart in its quality 
and completeness.

If you’re looking for additional  
guidance on how to create more 
compelling proposals, consider  
our online, self-paced course.

1 .  TITLE SHEET  Start with a title that clearly outlines the main service or product. Make 
it clear and concise, with a specific reference to your solution.

2. COVER LETTER  Reinforce your connection with the point-person and introduce 
your solution as it relates to their project. Briefly recap pain points and desired outcomes. 

3. YOUR UNIQUE SOLUTION  State the solution, product, or service, that you are 
offering. Highlight the differentiators that set you apart from competitors in your industry. 

4. OBJECTIVES  Restate the client’s objectives and align those with your solution. List 
goals that are expected to be accomplished if your proposal is accepted.

5. INFO ABOUT YOUR COMPANY  Boost your client’s confidence in your team by 
sharing relevant history, experience, or biographies.

6. PRICING  Include an itemized, detailed breakdown of all costs associated with the 
project. Be sure to outline any discounts, special fees, and taxes. 

7. DELIVERABLES  List tangible and intangible outputs, including processes, products, 
reports, surveys, and results. Specify delivery dates for each of these items.

8. TERMS  Communicate payment terms, consequences of cancellation, and any other 
legal clauses that may impact your business relationship with your client.

9. TIMELINE  Set client expectations for the length of contract, noting any important 
dates. If timing is yet to be determined, clearly indicate when it should be decided upon.

10. CLEARLY DEFINED NEXT STEPS  Eliminate guesswork for your client. Make 
it easy for them to approve your proposal and move forward with confidence.

10 THINGS EVERY PROPOSAL NEEDS
By Instructional Solutions

http://www.instructionalsolutions.com/proposal-writing-course
http://www.instructionalsolutions.com


Write strong proposals more efficiently and win more business. 
 
Tips and tricks will only get you so far. Our Proposal Writing Course will teach  
you the most efficient process to plan and organize any proposal and includes  
instructor feedback on your actual proposal writing. Learn how to hone  
language and tone to make your service, product, or solution more compelling.

CONTENT AND TIERING OF INFORMATION
This is the most challenging and important part of the 
proposal writing process. You’ll want to spend the 
majority of your time and focus working on this aspect.

SUBSTANCE VS. SYNTAX
It is essential to understand the two distinct pillars of 
proposal writing. Substance is your overall messaging; 
the “so-what”. Syntax includes word choice, sentence 
structure, and grammar considerations. Both pillars 
must be considered for effective proposal writing.

VISUAL PERSUASION AND FORMATTING
The way you present your content, especially in titles, 
headings, and subheadings can hook and persuade 
your reader. Clean formatting enhances readability.

CLOSING THE DEAL
The transmission, timing, and defining next steps in 
your message all effect your chances of the proposal 
moving to the next step or being accepted.

CRITICAL CONSIDERATIONS

	▷ Learn the optimal proposal writing process. 
	▷ Effectively discern the client’s needs and interests.
	▷ Cut through information overload and increase readability.
	▷ Research, plan, draft, and edit proposals with confidence.
	▷ Win more business for your company.
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INDIVIDUALS
Learn more about our self-paced

Proposal Writing Course.

GROUPS
Schedule a free document review  

and training consultation.

This course is available for individuals and groups as a self-paced online course 
and live instructor-led virtual and onsite training.
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