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Cover Letter

[Note] Builds rapport and sets the tone. Personalise it for the client.

**|Instructions:**

- Greet the client by name

- Briefly introduce your company

- State the purpose of the proposal
- Express appreciation

Executive Summary

[Note] Thisis your one-page pitch. Make itimpactful.

**Instructions:**

- Summarise the client's challenge
- Present your solution

- Highlight expected results




Problem Statement

[Note] Show the client you understand their pain points.

**|nstructions:**
- Describe the client's challenge
- Usefacts ordata

Implementation Plan & Solution

[Note] Lay out your plan clearly and practically.

**|nstructions:**

- Break down phases

- List tools/methods

- Provide timelines and milestones

Pricing & Budget

[Note] Transparency builds trust. Be specific and clear.

**Instructions:**
- Include breakdowns and totals
- Indicate GST and terms




About Ust

[Note] Use this space to build credibility.

**Instructions:**
- Company overview and team
- Highlight key achievements

Terms & Conditions

[Note] Sets expectations and protects both parties.

**|nstructions:**
- Include proposal validity
- Detaillegal, payment, and IP terms

Callto Action / Next Steps

[Note] End strong. Guide the client on what to do next.

**|nstructions:**
- Tellthem how to proceed
- Reiterate contactinfo and deadline
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Appendix (Optional)

[Note]Include only what strengthens your proposal.

**Instructions:**
- Addrelevant documents, CVs, charts, or sample work
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