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Preparing Business Proposals
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A proposal 1s a written offer to solve problems, provide services, or sell products.
Proposals can mean life or death for a business. Why are they so important?
Multimillion-dollar aerospace and engineering firms depend on proposals to
compete for business. People running smaller businesses—such as electricians,

contractors, plumbers, and interior designers—also depend on proposals to sell
their services and products.
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Writers prepare proposals for various reasons, such as asking for funds or promoting
products and services to customers. Some proposals are brief; some are lengthy
and complex. A proposal recipient could be a manager inside your company or a
potential client outside your company. All types of proposals share two significant
characteristics: (a) they use easy-to-understand language, and (b) they show the
value and benefits of the product or services being recommended. Proposals may
be classified as (a) informal or formal, (b) internal or external, and (c) solicited or
unsolicited.
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Introduction Copy of RFP (optional)
Background, problem, purpose Letter of transmittal
_Proposal, S Scret e Abstract or executive summary
[ Stafﬁng_ Title page
z::::sion arid authorization Table of contents j'
| List of figures
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Staffing 7
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Authorization
Appendix .

Chapter 10: Proposals and Formal Reports
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Figure Informal Letter Proposal
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Introduction. The proposal’s introduction states the reasons for the proposal and
highlights the writer’s qualifications. To grab attention and be more persuasive, the
introduction should strive to provide a “hook,” such as the following:

m Hint at extraordinary results with details to be revealed shortly.
m Promise low costs or speedy results.

m Mention a remarkable resource (well-known authority, new computer program,
and well-trained staff) available exclusively to you.

m Identify a serious problem (worry item) and promise a solution, to be explained
later.

m Specify a key issue or benefit that you feel is the heart of the proposal.
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Background, Problem, and Purpose. The background section identifies the

problem and discusses the goals or purposes of the project. In an unsolicited
proposal, your goal is to convince the reader that a problem exists. Therefore,
you must present the problem in detail, discussing such factors as revenue

losses, failure to comply with government regulations, or decreased customer
satisfaction.
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Proposal, Plan, and Schedule. In the proposal section itself, you would explain
your plan for solving the problem. In some proposals this is tricky because you want
to disclose enough of your plan to secure the contract, while being cautious about
providing so much information that your services will not be needed. Without
specifics, though, your proposal has little chance, so you must decide how much
to reveal.
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Staffing. The staffing section of a proposal describes the staff qualifications for
implementation of the proposal as well as the credentials and expertise of the
project leaders. In other words, this section may include the size and qualifications
of the support staff. This section is a good place to endorse and promote your staff.
The client sees that qualified people will be on board to implement the project. Even
résumés may be included in this section. Experts, however, advise proposal writers
against including generic résumés that have not been revised to mirror the RFP’s
requirements. Only well-tailored résumés will inspire the kind of trust in a team’s
qualifications that is necessary if a proposal is to be accepted.*
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Budget. A central item in most proposals is the budget, a list of proposed project
costs. Some proposal writers title this section Statement of Costs. You need to
prepare this section carefully because it represents a contract; you cannot raise the
project costs later—even if your costs increase.

In the proposal shown in Figure 10.2, Vincent Diaz decided to justify the budget
for his firm’s patient satisfaction survey by itemizing the costs. Whether the costs
in a proposal are itemized or treated as a lump sum depends on the reader’s needs
and the proposal’s goals.
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Conclusion and Authorization. The closing section should remind the reader
of the proposal’s key benefits and make it easy for the reader to respond. It might
also include a project completion date as well as a deadline date beyond which the
proposal offer will no longer be in effect. Writers of informal proposals often refer
to this as a request for approval or authorization. The conclusion of the proposal in
Figure 10.2 mentions a key benefit as well as a deadline for approval.




ABI/INFORM (ProQuest) is
a comprehensive business
research database that
delivers more than 6,800
publications, nearly 80
percent of which are in
full text. Users can access
diverse publication types,
including annual reports,
newspapers, magazines,
dissertations, scholarly
journals, and business
cases. Figure 10.6 shows
that the search terms
sustainable development
and energy efficiency
brought up 912 full-text
search results.
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Figure Comparing Bibliographic Citation Formats: MLA, APA, CMS

Modern Language Association (MLA) Works Cited
Saylor, M. The Mobile Wave: How Mobile Intelligence Will Change Everything. New York: Vanguard
Press, 2012. Print.

Pazos, Pilar, Jennifer M. Chung, and Marina Micari. "Instant Messaging as a Task-Support Tool
in Information Technology Organizations." Journal of Business Communication 50.1 (2013):
68-86. Print. doi:10.1177/0021943612465181




American Psychological Association (APA) References 7

Saylor, M. (2012). The mobile wave: How mobile intelligence will change everything. New York:
Vanguard Press, p. ix.

Pazos, P., Chung J. M., & Micari, M. (2013, January). Instant messaging as a task-support tool
in information technology organizations. Journal of Business Communication, 50(1), 68-86.
doi:10.1177/0021943612465181

Chicago Manual of Style (CMS) Bibliography

Saylor, M. The Mobile Wave: How Mobile Intelligence Will Change Everything. New York: Vanguard
Press, 2012.

Pazos, Pilar, Jennifer M. Chung, and Marina Micari. 2013. Instant Messaging as a Task-Support Tool
in Information Technology Organizations. Journal of Business Communication 50:68-86.
doi:10.1177/0021943612465181
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Figure Table Summarizing Precise Data

Figure 1

MPM ENTERTAINMENT COMPANY
income by Division (in millions of dollars)

DVDs &
Theme Parks Motion Pictures Blu-ray Discs Total
2012 158 $393 $112 5663
2013 18.1 17.5 15.3 50.9
2015 322 220 243 78.5
2016 (projected) 351 210 261 822

Source: Industry Profiles (New York: DataPro,2015) 225
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Figure Vertical Bar Chart
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Figure Grouped Bar Chart Figure Segmented 100 Percent Bar Chart
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Figure Simple Line Chart Figure Multiple Line Chart
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Figure Segmented Area (Surface) Chart Figure Pie Chart
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Figure Flowchart

o~
v s s,




E PGRI §;
QGRS 27)
N2 L7
N L

Figure Infographic Résumé
M ich ael A nderson theportfolio.ofmichaelanderson.com
I ayahoo, 304-382-5145 PP
RESUME / INFOGRAPHICS e aon soh | AR e G
Layered Ares Plot : Area represents relative energy sxpenditure aver bime IADT Fairmont
Eaglesmith Golf ADJUNCT FACULTY

SCORECARDS | SIGNAGE | PERICOICAL Fairmont State

il ADJUNCT FACIATY R
Sges by Mrother | Fairmont e
SIGNAGE | INSTALLATION | RETAIL 3 PRE-PRESS mn MAGAZINE DESIGN

The Sign Shop

)

| i
N NDESI‘é"‘ RN VITeo
. VECTORIZATION N
anm. AR THEDRGE AUDIC
WRITING LASH INFOGRAPHICS
Potomac State PHOTOGRAPHY § PHOTOGRAPHY
COMPUTER SCIENCE Fairmont State INDESIGN
I COMPUTER SCIENCE L~ Fairmont State WEB DESIGN
— Independent Study
VISUAL BASIC | PHOTOSHOP ELECTRONIC PUBLISHING
DAILY INTAKE PRIMARY SKILL SETS

& QUTPUT
a. Digital Photography, Photoshop

b. Layout, InDesign, Typography
C. Hustrator, Vectorization, Signs
d. Flash, Animation, Scripting

e. Web Design, Wordpress, CSS
f. Copywriting, Editing, Research

B coffee Intake

B focus

B commmmication
T -;;«::uju(f_i‘.'lty
[ B humor

e 2hoe = resresents 5% persanal e muestiment

“ourtesy of Michael Anderson

Mo inchcates aogror. ovofessons’ denloymant

e




oposal: Startng Your Own Business

////// /e /e

Perhaps you have dreamed about one day owning your own company, or maybe you have already started a business. Proposals are
offers to a very specific audience with whom you hope to do business. Think of a product or service that you like or know something

about. On the Web or in electronic databases, research the market so that you understand going rates, prices, and costs. Search the
Small Business Administration’s website for valuable tips on how to launch and manage a business.
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REFLEKSI

1. Informasi penting hari ini
2. Manfaat penting dari informasi penting hari ini
3. Tindak lanjut yang dapat saudara lakukan




That’s all. Thank you! ©

Any Questions?
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