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1. EXECUTIVE SUMMARY

This section should summarise the key points of your proposal including;

· Brief summary of the clients requirement

· Summary of what you propose

· Principal strengths of your company/proposal

· Budget and time estimates or quotation

2. Introduction 
Description of customers business and principle issues or requirements
3. Consultant Credentials

Company or consultant description, targeted at this particular requirement

4. Project Details
This may require several sections depending on the scope of the project. Try to keep paragraphs to a reasonable length (no more than a third of a page long) and don’t go in for too many levels of sub-heading, any more than 3 levels of heading is very difficult to read. Use bulleted or number lists and tables to set points out clearly.

5. COST ESTIMATE

Set out a detailed estimate for effort, timescales, costs etc. broken down so the client can see what each part of the project will cost. If there are any unknown factors that might increase costs state these here.

6. Project Plan
Set out when tasks will be done and by whom – make sure that any client responsibilities are clearly identified, with deadlines. Similarly check that deadlines for any deliverables, such as reports, designs etc, are identified here. 
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