
Note: This simple content template should be used as more of a cheat guide. The focus here is on the content as it’s what’s most likely going to turn your lead into a client.
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      {Title}

Client Needs
{ This section is extremely important. You should not only enter what the prospect needs are, but what’s driving those needs on the business side. This helps them see that you understand their position and can help them. }
Solution
{ After you have thoroughly described the client needs (and business drivers), you’ll move toward your recommendation. Make sure that the recommendation covers all of the client needs and possibly includes other items that may help. }
Fee Summary
	Service Item
	Cost

	{ Short description of billable item }
	$

	Total
	$


Fee Schedule
{ A schedule that informs the prospect when payment is expected, this sometimes is tied to specific milestones. }
Next Steps
{ Let them know what they need to do to signal their agreement and get the project moving. This is your call to action for them. }
Terms and Conditions
{ Depending on the size of the project, you may be able to include all the legal speak within the proposal. If you’re dealing with many pages of legal content, then consider breaking it out into its own document }

