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A	proposal	letter	is	a	written	document	sent	to	a	potential	client,	employer,	or	partner,	outlining	your	proposed	idea,	project,	or	plan.	It	aims	to	persuade	the	recipient	to	consider	your	proposal	and	take	action	on	it.	Generally,	the	structure	of	a	proposal	letter	follows	a	simple	layout:	Salutation:	Start	with	a	formal	greeting,	addressing	the	recipient	by
their	full	name	or	title.	Introduction:	Introduce	the	purpose	of	your	letter,	highlighting	the	central	theme	of	your	proposal.	Body:	Explain	your	proposal	in	detail,	including	benefits,	costs,	timeline,	and	any	other	vital	information.	Conclusion:	Summarize	the	key	points	and	request	for	a	follow-up	meeting	or	discussion.	Closing:	End	with	a	courteous
sign-off,	such	as	“Sincerely”	or	“Best	regards.”	1.	Starting	with	a	Strong	Introduction	Begin	your	proposal	letter	with	a	friendly,	professional	tone	that	captures	your	reader’s	attention.	Introduce	yourself	and	your	organization,	briefly	explaining	your	background	and	experience.	Connect	with	your	reader	by	showing	that	you	understand	their	needs
and	goals.	Make	sure	you	mention	the	purpose	of	your	proposal	and	the	solution	you	want	to	offer	with	confidence.	2.	Proposing	Your	Idea	After	laying	the	groundwork,	explain	what	your	solution	or	idea	is	and	how	it	addresses	the	needs	and	goals	mentioned	earlier.	Make	sure	to	highlight	the	key	benefits,	focusing	on	what’s	in	it	for	your	reader.	Be
specific	and	use	facts,	figures,	and	examples	to	support	your	claims.	Keep	your	paragraphs	organized	and	use	bullet	points	or	bold	text	to	emphasize	important	information.	For	example:	Benefit	1:	Reduction	in	production	costs	by	30%	Benefit	2:	Improved	customer	satisfaction	Benefit	3:	Streamlined	workflow	processes	This	will	help	your	reader
easily	understand	and	remember	the	main	points	of	your	proposal.	3.	Ending	with	a	Perfect	Conclusion	End	your	proposal	letter	on	a	positive	note,	summarizing	the	main	benefits	and	advantages	of	your	idea.	Reiterate	your	enthusiasm	and	commitment	to	providing	the	best	solution	possible.	Offer	your	assistance	in	answering	any	questions	or
addressing	concerns	your	reader	might	have.	Finish	with	a	call-to-action,	such	as	setting	up	a	meeting	or	signing	a	contract,	and	provide	your	contact	information	so	they	can	easily	get	in	touch	with	you.	Clear	Objective	A	successful	proposal	letter	begins	with	a	clear	objective.	When	writing	your	letter,	make	sure	to	state	the	purpose	of	the	proposal
in	a	concise	and	straightforward	manner.	This	helps	the	reader	understand	what	you	want	to	achieve	and	the	solution	you’re	providing.	Avoid	using	jargon	or	complex	language,	as	it	can	be	confusing	and	might	lead	the	reader	to	misunderstand	the	core	message.	Specific	Details	Providing	specific	details	is	important	to	make	your	proposal	letter	more
persuasive.	This	includes	outlining	the	scope	of	work,	timeframe,	and	estimated	costs	for	the	project.	You	should	also	highlight	any	unique	aspects	of	your	proposal	that	set	it	apart	from	competitors	or	alternative	solutions.	For	example,	if	you’re	proposing	a	marketing	campaign,	you	could	outline	the	target	audience,	marketing	channels	you’ll	use,
content	creation,	and	metrics	for	success.	By	providing	specifics,	you	demonstrate	that	you’ve	put	thought	into	the	project	and	have	a	well-planned	approach,	instilling	confidence	in	the	reader	that	you	are	the	right	choice.	Compelling	Reasoning	Your	proposal	letter	should	include	compelling	reasoning	for	why	the	recipient	should	choose	your
solution.	This	can	include:	Demonstrating	your	expertise	and	experience	in	the	field	Explaining	the	benefits	of	your	proposed	solution	Sharing	success	stories	and	testimonials	from	past	clients	or	projects	Outlining	how	your	proposal	aligns	with	the	recipient’s	goals	and	needs	For	example,	continuing	with	the	marketing	campaign	proposal,	you	could
discuss	how	your	experience	in	handling	similar	projects	has	led	to	significant	increases	in	sales	and	brand	recognition	for	your	clients.	Also,	you	might	explain	how	your	approach	aligns	with	the	recipient’s	target	demographics	or	business	objectives	to	strengthen	your	case.			195	Positive	Words	to	Describe	Yourself	[with	Examples]	Start	by
addressing	the	recipient	with	their	professional	title	and	full	name.	In	the	first	paragraph,	state	the	purpose	of	your	letter	and	summarize	your	proposal	briefly.	Make	sure	to	highlight	the	key	benefits	of	your	proposal	for	the	recipient	or	their	organization.	In	the	next	few	paragraphs,	provide	details	about	your	proposed	project	or	partnership,	such	as
your	objectives,	timelines,	and	expected	outcomes.	Also,	showcase	your	competence	and	experience	by	mentioning	relevant	achievements	or	past	collaborations.	When	closing	the	letter,	express	gratitude	for	their	time	and	consideration.	Offer	to	provide	further	information	or	answer	any	questions	they	may	have.	Include	your	full	name,	title,	contact
information,	and	signature.	Choosing	the	Right	Format	Make	sure	your	letter	is	in	the	right	format	to	make	it	look	professional.	You	will	typically	use	a	business	letter	format,	which	includes:	Your	contact	information	The	recipient’s	contact	information	Date	Salutation	Subject	line	(optional)	Body	of	the	letter	Closing	Signature	Example:	[Contact
Details]	Dear	[Recipient’s	Name],	Re:	[Proposal	subject]	[Body	of	the	letter]	Sincerely,	[Your	Name]	Setting	the	Tone	Maintain	a	friendly	yet	professional	tone	throughout	your	proposal	letter.	Be	polite	and	respectful,	addressing	the	recipient	by	their	full	name,	and	using	“please”	and	“thank	you”	when	appropriate.	Keep	the	language	conversational
but	clear,	so	your	reader	can	easily	understand	your	proposal.	Stay	away	from	overly	technical	terms	or	jargon,	unless	it	is	necessary	and	you’re	sure	your	recipient	will	understand	it.	Drafting	the	Body	Begin	by	providing	an	overview	of	the	problem	or	need	your	proposal	is	addressing.	Clearly	explain	the	issue	and	why	it’s	important	to	solve	it.	Next,
describe	your	proposed	solution	in	detail,	outlining	your	plan	and	how	it	will	benefit	the	recipient.	Be	specific	and	realistic	in	your	description;	for	example,	if	you’re	proposing	a	project	with	a	timeline	and	budget,	include	concrete	figures	and	dates.	Break	down	your	proposal	into	smaller	sections,	using	separate	paragraphs	or	even	bullet	points	if
helpful.	This	makes	it	easier	for	your	reader	to	follow	your	argument	and	understand	the	various	aspects	of	your	proposal.	Here’s	a	quick	outline	of	what	you	should	cover	in	the	body	of	your	proposal	letter:	Problem/need	introduction	Proposed	solution	Benefits	of	the	solution	Timeline	and	budget	(if	applicable)	Your	qualifications	(why	you’re	the	right
choice	to	carry	out	the	proposal)	A	call	to	action	(how	they	can	take	the	next	step)	When	writing	a	business	proposal	letter,	your	goal	is	to	present	your	ideas	or	services	in	a	way	that’s	compelling	and	clear.	Business	proposal	letters	can	be	sent	to	potential	clients,	partners,	or	investors.	Here	are	some	tips	for	writing	an	effective	business	proposal
letter:	Start	with	a	brief	introduction	of	your	company	and	its	offerings.	Highlight	the	benefits	of	your	product	or	service,	focusing	on	the	value	it	will	bring	to	the	recipient.	Be	specific	about	costs,	timelines,	and	any	other	relevant	information.	Use	clear,	concise	language,	and	avoid	using	jargon	or	overly	technical	terms.	Close	the	letter	by	mentioning
next	steps,	such	as	arranging	a	meeting	or	following	up	with	further	information.	Example:	Subject:	New	Collaboration	Opportunity	with	[Your	Company	Name]	Dear	[Recipient’s	Name],	I’m	reaching	out	on	behalf	of	[Your	Company	Name]	to	discuss	an	exciting	opportunity	for	collaboration.	Our	team	has	developed	an	innovative	marketing	strategy
that	could	greatly	benefit	your	company	by	increasing	your	customer	acquisition	rate	by	20%	within	the	next	six	months.	[…]	We	look	forward	to	the	possibility	of	working	together	and	will	be	in	touch	shortly	to	schedule	a	meeting	to	discuss	further	details.	Job	proposal	letters	are	typically	written	by	job	seekers	looking	to	create	their	own	position
within	a	company	or	to	highlight	their	unique	skills	and	experience.	These	letters	should	be	concise,	persuasive,	and	tailored	to	the	specific	company	and	its	needs.	Here	are	some	key	points	to	include:	Briefly	mention	your	background	and	skills	relevant	to	the	position.	Describe	how	your	unique	abilities	can	positively	impact	the	organization.	Offer
specific	examples	of	how	you	can	contribute	to	the	company’s	goals	and	objectives.	End	with	a	call	to	action,	offering	to	provide	more	information	or	meet	to	discuss	the	opportunity	further.			100	Impressive	Examples:	How	to	Write	a	Professional	Profile	(Tips)	Example:	Subject:	Job	Proposal	for	Social	Media	Manager	at	[Company]	Dear	[Recipient’s
Name],	As	an	experienced	social	media	professional,	I	am	excited	by	the	opportunity	to	bring	my	skills	and	expertise	to	[Company].	Based	on	my	research	of	your	current	online	presence,	I	believe	I	can	contribute	to	increasing	your	brand	awareness	and	engagement	through	a	tailored	social	media	strategy.	[…]	I	would	appreciate	the	opportunity	to
further	discuss	how	my	background	and	passion	for	social	media	can	contribute	to	[Company]’s	growth	and	success.	Please	feel	free	to	contact	me	at	your	convenience.	Academic	proposal	letters	are	typically	written	by	students	or	researchers	seeking	funding	or	approval	for	a	research	project.	These	letters	should	be	well-organized,	clear,	and
focused	on	the	proposed	project’s	objectives	and	potential	benefits.	Consider	the	following	when	working	on	your	academic	proposal	letter:	Introduce	the	main	research	question	or	hypothesis.	Provide	a	brief	overview	of	the	project’s	methodology	and	work	plan.	Describe	the	expected	outcomes	and	significance	of	the	research.	Include	information
about	the	project’s	potential	impact	on	the	field	and	broader	society.	Example:	Subject:	Research	Proposal	for	Study	on	the	Effects	of	Mindfulness-Based	Interventions	Dear	[Recipient’s	Name],	I	am	writing	to	propose	a	research	project	investigating	the	effects	of	mindfulness-based	interventions	on	individuals	suffering	from	chronic	stress.	The
primary	aim	of	the	study	will	be	to	determine	the	overall	efficacy	of	these	interventions	in	reducing	stress	levels	and	improving	overall	mental	wellbeing.	[…]	I	am	confident	that	the	results	of	this	research	will	contribute	significantly	to	our	understanding	of	the	relationship	between	mindfulness	and	mental	health.	Imagine	you	own	a	marketing
agency,	and	you’d	like	to	help	a	local	business	grow	their	social	media	presence.	Start	by	addressing	the	recipient’s	pain	points,	such	as	limited	engagement	on	their	platforms.	Then,	briefly	introduce	your	agency	and	express	excitement	about	working	together:	Example:	Subject:	Boost	Your	Social	Media	Engagement	with	Our	Expertise	Dear
[Recipient’s	Name],	We’ve	noticed	that	your	business	has	a	strong	online	presence,	but	engagement	on	your	social	media	channels	seems	to	be	underwhelming.	Our	team	at	[Your	Agency’s	Name]	can	help	you	turn	this	around	and	maximize	your	audience	interaction.	With	our	tailored	social	media	marketing	strategies,	we’ve	helped	numerous	clients
increase	their	online	engagement	by	an	average	of	65%.	Our	approach	focuses	on:	–	Identifying	and	targeting	your	ideal	customers	–	Creating	high-quality,	engaging	content	–	Enhancing	brand	image	and	authority	We	would	love	to	discuss	this	opportunity	further	and	provide	you	with	a	detailed	plan	on	how	we	can	work	together	to	elevate	your
social	media	presence.	Looking	forward	to	hearing	from	you,	[Your	Full	Name]	[Your	Agency’s	Name]	[Contact	Details]	Dear	[Recipient’s	Name],	I’m	excited	to	present	our	idea	for	boosting	sales	at	ABC	Company	through	a	targeted	marketing	campaign.	As	we	discussed	in	our	previous	meeting,	the	sales	figures	have	plateaued	over	the	past	year.	Our
marketing	team	has	analyzed	the	situation	and	developed	a	strategy	to	increase	brand	awareness	and	boost	sales.	The	campaign	will	focus	on	social	media,	email	marketing,	and	online	advertisements.	By	implementing	this	project,	we	expect	the	following	results:	–	Enhanced	brand	visibility	–	Increased	customer	engagement	–	A	20%	rise	in	sales
within	six	months	The	total	cost	for	the	marketing	campaign	is	$10,000.	This	includes	creative	design,	copywriting,	ad	placements,	and	performance	monitoring.	We	propose	a	six-month	timeline	for	the	project,	starting	in	December.	I	would	be	delighted	to	discuss	the	proposal	in	more	detail	or	provide	further	information	as	needed.	Please	let	me
know	your	availability,	and	I’ll	schedule	a	follow-up	meeting	at	your	convenience.	Thank	you	for	considering	our	proposal.	I	look	forward	to	working	together	on	this	exciting	project.	Best	regards,	[Name]	Keep	in	mind	that	proposal	letters	vary	in	length	and	detail	depending	on	the	project’s	size	and	complexity.	Always	customize	your	letter	to	fit	the
specific	requirements	and	expectations	of	the	recipient.	Now,	let’s	say	you’re	a	freelance	graphic	designer	aiming	to	work	with	a	company	that	recently	launched	a	new	product.	Start	by	expressing	your	intentions	and	introduce	your	expertise.	Showcase	your	experience	and	services	offered	related	to	their	needs:			80	Technical	Skills	Examples	for	a
Resume	Example:	Subject:	Elevate	Your	New	Product	Launch	with	Professional	Graphic	Design	Services	Hello	[Recipient’s	Name],	I	recently	came	across	your	new	product	launch,	and	I	believe	your	marketing	materials	could	benefit	from	some	professional	graphic	design	enhancements.	As	an	experienced	graphic	designer,	I’d	like	to	offer	my
services	to	help	elevate	your	visual	presentation	and	attract	more	customers.	With	over	five	years	of	experience	in	the	industry,	I	can	create	compelling	designs	for:	–	Product	packaging	–	Promotional	materials	(e.g.,	brochures,	banners,	posters)	–	Social	media	graphics	–	Website	elements	Please	find	my	online	portfolio	attached,	showcasing	my
diverse	design	styles	and	previous	projects.	I’m	confident	that	my	skills	and	expertise	can	significantly	contribute	to	your	product’s	success	in	the	market.	If	you’re	interested,	kindly	reach	out	to	me	to	discuss	further	details	and	pricing.	Best	regards,	[Your	Full	Name]	[Contact	Details]	Q	&	A	1.	What	are	the	key	components	to	include	in	a	proposal
letter?	A	well-crafted	proposal	letter	should	include	the	following	key	components:	Opening	Statement:	Start	with	a	concise	and	informative	introduction	that	grabs	the	reader’s	attention.	Background	Information:	Provide	necessary	context	to	help	your	reader	understand	the	problem	or	opportunity.	Proposed	Solution:	Outline	your	proposed	solution,
including	your	unique	selling	points	or	innovative	approach.	Timeline	and	Budget:	Give	a	brief	overview	of	the	estimated	project	duration	and	budget	required.	Call	to	Action:	End	with	a	call	to	action,	inviting	the	reader	to	take	the	next	step,	whether	it’s	to	request	more	information,	schedule	a	meeting,	or	approve	the	proposal.	2.	Can	you	share	some
tips	on	making	a	proposal	letter	persuasive?	To	make	your	proposal	letter	persuasive,	consider	these	tips:	Use	clear	and	concise	language	to	effectively	communicate	your	ideas.	Focus	on	the	benefits	that	the	reader	will	gain	from	your	proposal,	emphasizing	the	value	you	bring.	Include	specific	examples,	case	studies,	or	testimonials	to	back	up	your
claims.	Address	any	potential	objections	or	concerns	the	reader	may	have	and	provide	appropriate	solutions.	3.	What’s	the	best	way	to	structure	a	proposal	letter	for	a	research	project?	A	research	proposal	letter	should	generally	include	the	following	structure:	Introduction:	Provide	a	brief	overview	of	your	research	topic	and	its	significance.
Background	and	Literature	Review:	Summarize	relevant	research	and	demonstrate	your	expertise	in	the	field.	Research	Questions	and	Objectives:	Clearly	state	your	research	questions	and	the	expected	outcomes.	Methodology:	Explain	your	research	approach	and	the	techniques	you	will	use.	Expected	Results:	Provide	an	idea	of	the	anticipated
results	and	their	significance.	Timeline	and	Budget:	Outline	the	project	timeline	and	the	funding	required.	4.	How	do	I	create	an	effective	business	proposal	letter	for	a	potential	client?	To	create	an	effective	business	proposal	letter,	follow	these	steps:	Start	with	a	strong	opening	that	captures	the	client’s	attention.	Clearly	state	the	problem	or
opportunity	your	proposal	addresses.	Present	your	proposed	solution,	focusing	on	its	unique	and	beneficial	aspects.	Provide	evidence	of	your	expertise	and	past	successes,	such	as	case	studies	or	testimonials.	Detail	any	necessary	resources,	deliverables,	and	a	realistic	timeline.	End	with	a	compelling	call	to	action,	inviting	the	client	to	take	the	next
step.	5.	In	what	order	should	I	present	my	ideas	when	writing	a	proposal	letter	step	by	step?	When	writing	your	proposal	letter,	present	your	ideas	in	a	logical	order	that	flows	well	for	the	reader.	A	typical	order	could	include:	Opening	Statement:	Grab	the	reader’s	attention	and	introduce	your	proposal.	Background	Information:	Provide	relevant
context	to	help	your	audience	understand	the	issue	or	opportunity.	Proposed	Solution:	Detail	your	unique	and	compelling	solution	to	the	problem.	Evidence	and	Support:	Showcase	your	expertise,	past	successes,	and	any	supporting	data.	Timeline	and	Budget:	Give	an	overview	of	the	project’s	duration	and	required	funding.	Call	to	Action:	Conclude
with	a	strong	call	to	action	that	encourages	the	reader	to	move	forward.	Are	you	struggling	to	stand	out	in	the	world	of	freelance	writing?	Freelance	writing	is	a	lucrative	business	but	getting	the	attention	of	potential	clients	can	be	a	challenge.	The	key	to	standing	out	lies	in	how	you	approach	these	clients	and	offer	your	services.	While	you	can	reply
to	job	postings	or	pitch	cold	emails,	I	have	a	secret	to	landing	good-paying	freelance	writing	jobs:	The	proposal	letter.	Proposal	letters	are	different	from	pitching	emails	or	cover	letter	since	they	lay	out	exactly	what	you	can	do	for	a	writing	job	to	address	a	client’s	needs	–	and	does	so	in	a	visually	attractive	style	that	is	sure	to	gain	attention.	It	works
by	presenting	your	services	in	the	form	of	a	project	and	outlining	the	steps	you	can	take	to	help	potential	clients	achieve	their	goals.	It	also	highlights	the	fact	that	you	have	taken	the	time	to	look	into	their	needs	which	creates	a	connection	to	the	freelance	writing	job	right	away.	Keep	reading	to	find	out	how	you	can	write	a	proposal	letter	for	a	job.
What	is	a	Proposal	Letter?	A	proposal	letter	is	a	way	of	providing	meaningful	solutions	for	potential	clients	instead	of	simply	listing	the	services	you	offer.	It	should	be	written	in	such	a	way	to	demonstrate	the	client’s	needs,	your	experience	in	relation	to	those	needs	and	the	associated	costs	of	fulfilling	those	needs.	A	survey	conducted	in	2019
determined	that	there	were	57	million	freelancers	in	the	United	States	alone.	That’s	a	lot	of	people	wanting	freelance	writing	jobs!	And	this	makes	it	difficult	(though	not	impossible)	to	stand	out	of	the	crowd	when	it	comes	to	gaining	clients.	Being	a	successful	freelance	writer	is	all	about	diversifying	the	way	you	approach	finding	writing	jobs.	One
such	way	you	can	catch	a	client’s	attention	is	by	creating	a	proposal.	A	proposal	letter	for	a	job	is	your	way	of	showing	the	client	that	you	have	taken	the	time	to	get	to	know	their	business,	mission	and	values.	Not	only	that,	but	that	you	are	also	making	the	effort	to	help	them	improve	their	business!	A	proposal	letter	also	allows	you	an	opportunity	to
optimize	your	services	by	offering	add-ons	and	extras.	By	leveraging	your	other	freelance	writing	skills,	you	are	highlighting	the	value	you	can	offer	to	potential	clients.	For	example,	as	a	freelance	writer	you	are	obviously	offering	your	writing	services	to	a	client	that	likely	doesn’t	have	time	to	create	content	themselves	If	they	don’t	have	time	to	write,
they	may	not	have	time	to	come	up	with	topic	ideas,	source	images,	optimize	the	post	for	SEO	or	even	post	it	to	their	site.	These	are	all	extras	you	can	offer	in	your	proposal	letter.	If	you	want	to	add	SEO	writing	to	your	freelance	writing	skills,	make	sure	to	check	out	my	masterclass	on	SEO	writing.	Yes,	this	is	definitely	a	great	way	to	increase	your
earning	potential,	but	it	also	makes	you	valuable	in	the	eyes	of	the	client.	Research	Before	You	Write	Your	Proposal	Letter	Before	you	begin	writing	a	proposal	letter	for	a	job,	you	need	to	take	a	close	look	at	the	job	description	of	the	project	you	are	applying	for.	Make	note	of	what	the	freelance	writing	gig	is	looking	for	and	their	budget.	Read	the
description	thoroughly	to	see	if	there	are	any	clues	as	to	why	the	client	is	requesting	this	service.	For	example,	a	web	designer	may	be	looking	for	a	freelance	writer	for	their	site.	From	this	you	can	guess	that	the	individual	knows	how	to	design	but	may	not	have	strong	writing	and	content-creation	skills.	That	is	something	you	can	focus	on	in	your
proposal	letter.	Next,	visit	the	website	and	take	a	look	at	what	they	already	have.	If	the	client	is	looking	for	a	freelance	writer,	pay	attention	to	the	content	that	is	already	on	the	site	(this	could	be	blog	posts,	landing	pages,	about	pages,	etc.).	Lastly,	think	about	writing	samples	in	your	portfolio	that	align	with	the	client’s	niche	This	will	give	you	enough
information	to	begin	writing	an	irresistible	proposal	letter	for	a	freelance	project!	Basic	proposal	letters	are	structured	in	a	strategic	order	in	order	to	break	up	the	information	and	maintain	the	client’s	attention.	You	want	the	client	to	absorb	the	information	and	understand	your	proposal	as	easily	as	possible.	Here	is	a	simple	project	proposal
template:	Your	Name,	Business	Name,	Logo	Client’s	Name	and	Address	Subject	Line	Introduction	Offer	of	Solution	Samples	Services	and	Costs	Call-to-action	The	first	two	aspects	of	the	proposal	letter	for	a	job	are	pretty	straightforward,	but	let’s	look	at	the	rest	in	more	detail.	Subject	Line	You	don’t	want	your	proposal	letter	to	get	lost	in	a	sea	of
emails,	so	it’s	important	to	include	an	attention-grabbing	subject	line.	One	way	to	do	this	is	to	use	the	client’s	name	or	business	name	in	the	subject	line.	This	makes	it	personable	and	more	likely	to	catch	the	client’s	attention.	Also,	keep	it	short	and	relevant	to	your	message.	You	can	use	a	“pain	point,”	question	or	offer	to	draw	attention	to	your	email,
directly	addressing	the	issue	you	want	to	help	the	client	resolve.	A	simple	subject	line	you	can	start	with	is,	Client,	have	you	thought	about	hiring	a	freelance	writer	for	your	site	Subject	lines	directly	address	the	client	and	clearly	outline	exactly	what	you’re	about	to	offer	in	the	email.	Introduction	The	introduction	is	where	you	address	the	client’s
problem	and	show	that	you	understand	their	needs	for	their	freelance	writing	job.	Try	to	avoid	simply	repeating	the	client’s	job	description	or	project	requirements.	You	want	to	show	a	deeper	understanding	of	their	needs.	So	if	a	client	is	looking	for	a	content	writer,	check	their	blog	to	see	how	often	they	post.	If	their	articles	are	posted	infrequently,
it’s	likely	they	don’t	have	the	time	to	write	blog	posts	–	you	can	address	this	in	your	introduction.	Or,	if	they	do	have	articles	but	little	traffic,	it	could	be	that	they	require	someone	to	write	SEO-optimized	content	to	boost	traffic	to	their	site.	Otherwise,	clients	may	just	come	out	and	explain	what	their	challenges	are	and	why	they	are	seeking	a
freelance	writer	for	hire.	Because	you	want	to	keep	your	proposal	letter	for	a	job	short	and	sweet,	you	can	simply	list	these	needs	under	the	heading	“Client	Needs.”	For	example:	Client	Needs:	Well-written	and	fresh	blog	content	that	is	SEO-optimized	to	boost	traffic,	generate	leads	and	build	a	loyal	connection	with	clients	and	customers.	You	can	also
write	your	introduction	in	paragraph	form:	It’s	no	secret	that	passionate	business	owners	often	don’t	have	time	to	write	informative	and	compelling	content	for	their	sites	to	drive	traffic	and	engage	readers.	As	a	freelance	writer,	I	understand	the	time	and	care	it	takes	to	create	informative	and	concise	content.	You’ll	see	in	the	templates	below	how
you	can	implement	either	one	of	these	styles.	Offer	of	Solution	You’ve	addressed	the	problem	–	now	it’s	time	to	offer	a	solution	in	your	simple	proposal	format.	This	portion	of	your	proposal	letter	should	focus	on	offering	business	solutions	and	not	just	freelance	writing	services.	You	can	do	this	by	tying	your	skills	and	expertise	to	client	benefits:	The
Solution:	Creating	well-researched	and	conversational	weekly	posts	of	approximately	1500	words	to	increase	ranking	on	search	engines	and	generate	reader	engagement	by	encouraging	them	to	share	the	articles	across	social	media.	Or:	I	would	recommend	weekly	posts	on	[Business	Name’s]	blog	of	approximately	1500	words	per	post.	When	it
comes	to	ranking	on	search	engines	and	generating	reader	engagement,	this	length	has	been	proven	ideal	By	using	a	conversation	tone	in	these	posts,	readers	will	be	encouraged	to	share	articles	across	their	social	media	accounts.	The	posts	would	also	be	well-researched	to	ensure	readers	are	gaining	valuable	and	accurate	information.	Writing
Samples	Now	that	you’ve	offered	the	client	a	solution,	it’s	time	to	show	the	client	how	you	can	make	that	happen.	You	can	link	directly	to	your	online	writing	portfolio	or	provide	relevant	links	to	written	work.	Either	way,	you	want	to	make	sure	what	you	give	as	samples	aligns	with	what	the	client	needs:	Samples:	Samples	are	available	via	an	online
portfolio	which	you	can	visit	here.	Or:	I	would	love	to	show	you	some	examples	of	my	work.	Feel	free	to	visit	my	online	portfolio	or	take	a	look	at	these	articles	that	I	have	written:	Services	and	Costs	Although	you	want	to	keep	your	proposal	letter	short,	you	also	want	the	information	to	be	clearly	displayed.	There’s	nothing	wrong	with	using	a	table	to
describe	your	services	and	their	costs:	Service	Cost	Basic	Blog	Post	(1500	words)	Researched	Formatted	for	WordPress	SEO-optimized	Sourced	image	$$$	Social	Sharing	Images	(1	per	post)	Pinterest	or	Facebook	Unique	template	design	$$$	Landing	Page	(500	words)	One	service/product	SEO-optimized	$$$	Remember	that	offering	multiple	services
increases	your	value	to	the	client	–	and	gives	you	the	potential	to	earn	more	money!	Call-to-Action	At	the	end	of	your	proposal	letter	for	a	project,	you	want	to	sort	of	nudge	the	client	into	responding.	You	can	do	this	by	asking	them	to	respond	to	your	email:	Contact:	Please	reply	to	this	email	address	if	you	have	any	questions	or	are	ready	to	get
started.	Or:	If	you	have	any	questions,	or	are	ready	to	get	started,	I	would	love	to	hear	from	you.	Okay!	Now	let’s	put	it	all	together!	Simple	Proposal	Templates	for	Freelance	Writers	Now	that	you	understand	what	information	should	be	included	in	a	proposal	letter	for	a	freelance	project,	it’s	time	to	look	at	how	you	can	present	this	information	in
creative	and	unique	ways.	The	first	step	is	deciding	what	design	platform	you	want	to	use	to	create	your	proposal	letter.	To	create	a	visually	stunning	proposal,	you	can	use	Canva	or	Venngage.	Here	are	proposal	letter	templates	in	Canva:	Next,	you’ll	want	to	choose	your	proposal	format.	You	can	create	a	one-page	proposal,	a	letter-form	proposal	or	a
slideshow	presenting	your	information.	No	matter	how	you	present	your	proposal,	the	overall	look	should	be	clean	and	simple.	You	don’t	want	to	complicate	it	by	over-doing	it	with	graphics,	fonts	and	colors.	Here	are	some	templates	in	various	formats.	Simple	Proposal	This	proposal	is	very	basic	and	doesn’t	really	try	to	create	a	relationship	between
the	writer	and	the	client.	However,	it	comes	off	as	professional	and	straightforward	so,	depending	on	the	client,	it	could	be	quite	effective.	Letter-Form	Proposal	You	can	be	more	personable	in	your	proposal	by	writing	it	in	a	letter	form	while	still	using	headings	to	keep	the	information	organized.	Page	One:	And	here	is	page	two:	Slideshow	Proposal
Using	a	slideshow	fr	your	proposal	can	be	a	risky	move	–	but	it	could	really	pay	off	in	the	end!	It’s	risky	because	you	are	expecting	potential	clients	to	take	the	time	to	view	it,	but	its	uniqueness	can	really	be	attention-grabbing!	I	created	a	slideshow	proposal	letter	template	you	can	view	here.	That’s	It	That’s	All!	Learning	how	to	write	a	proposal	letter
for	a	job	is	not	a	complicated	process.	It’s	all	about	approaching	the	client	by	offering	solutions	to	their	problems.	And	not	only	offering	a	solution,	but	detailing	how	you	can	implement	that	solution	to	meet	their	business	needs.	Just	like	any	sales	process,	pitching	your	writing	services	in	a	proposal	letter	is	all	about	creating	value	for	the	client	–	so
that,	after	reading	what	you	have	to	say,	they	feel	compelled	to	employ	your	freelance	writing	skills.	Doing	so	will	start	you	on	a	path	to	landing	some	high-paying	freelance	writing	jobs	and	clients!	To	help	you	with	landing	some	awesome	jobs,	check	out	more	of	my	How	to	Write	series:	How	about	you?	Have	you	ever	sent	off	a	proposal	letter	for	a
project?	Was	it	successful?	Share	your	story	and	let	us	know!	When	you	apply	for	a	job,	you’re	competing	with	249	other	applicants,	on	average.	But	this	doesn’t	have	to	be	a	demotivator!	You	can	make	a	memorable	impression	on	recruiters	with	a	solid	job	proposal.	And	the	best	part?	You	don’t	have	to	spend	hours	crafting	it.	Let	me	show	you	how.	
What's	a	Job	Proposal,	Really?	Think	of	a	job	proposal	as	your	pitch	to	potential	employers.	It's	a	3-6	page	document	that	goes	beyond	your	regular	resume	and	cover	letter.	It	shows	employers	exactly	how	you'll	add	value	to	their	company	and	solve	their	problems.	When	Should	You	Use	One?	You	might	want	to	write	a	job	proposal	when:	Following	up
after	a	promising	interview	Applying	for	a	lateral	internal	position	or	promotion	Pitching	your	services	as	a	freelancer	Competing	for	a	specific	project	You	may	notice	that	a	proposal	is	often	written	after	you’ve	made	the	first	contact	with	the	organization—when	you	understand	their	expectations,	strengths,	and	weaknesses	better.	The	Key	Parts	of	a
Winning	Job	Proposal	Your	Unique	Value	Start	by	answering	this	question:	What	differentiates	you	from	the	other	249	applicants?	Maybe	it's	your	rare	combination	of	skills,	your	proven	track	record,	or	your	innovative	approach	to	problems.	Brainstorm	your	unique	strengths	and	map	them	to	company	needs.	The	Problem	and	Your	Solution	Clearly
define	the	problem	statement.	Show	that	you	understand	the	company's	challenges	and	have	a	clear	plan	to	tackle	them.	This	isn't	about	generic	solutions—get	specific	about	how	you'll	make	a	difference.		For	example,	if	you're	applying	for	a	marketing	role	at	a	startup	struggling	with	customer	acquisition,	don't	just	say	"I'll	improve	your	leads."
Instead,	outline	a	specific	plan:	"Based	on	my	analysis	of	your	current	channels,	I'll	implement	a	content	strategy	focusing	on	LinkedIn	and	industry	podcasts	to	reach	your	B2B	audience,	aiming	for	a	30%	increase	in	qualified	leads	within	3	months."	Pro	Tip:	Use	a	document	manager	like	ClickUp	Docs	to	organize	your	research	and	draft	different
versions	of	your	solutions.	Measurable	Outcomes	Don't	just	promise	results—spell	them	out	using	SMART	goals	(Specific,	Measurable,	Achievable,	Relevant,	and	Time-bound).	This	shows	employers	you're	focused	on	real	impact,	not	just	activities.	A	Step-by-Step	Guide	to	Writing	Your	Proposal	Do	Your	Homework:	Research	the	company	inside	and
out.	Understand	their	goals,	challenges,	and	culture.	Use	ClickUp	Brain’s	AI	capabilities	to	help	research	industry	trends	and	company	information,	organizing	everything	in	one	place.	Write	an	Attention-Grabbing	Intro:	Start	strong	with	a	clear,	compelling	elevator	pitch.	Hook	them	in	the	first	paragraph	by	showing	you	understand	their	needs	and
have	something	valuable	to	offer.	ClickUp	Brain’s	AI	Writer	for	Work	can	help	polish	your	writing	here	and	suggest	impactful	content.	Show,	Don't	Just	Tell:	Back	up	your	claims	with	real	examples.	Share	brief	stories	of	past	successes	that	relate	directly	to	what	they	need.	Use	numbers	and	specific	results	whenever	possible.	Outline	Your	Action	Plan:
Break	down	exactly	how	you'll	approach	the	role	or	project.	Be	specific	about	your	methods,	timeline,	and	expected	outcomes.	ClickUp	Whiteboards	are	great	for	mapping	out	your	approach	visually	before	writing	it	up.	End	with	Clear	Next	Steps”	Close	with	a	strong	call	to	action.	Make	it	easy	for	them	to	move	forward	by	suggesting	a	specific	next
step,	like	a	meeting	or	call.	Use	ClickUp	Whiteboards	for	bringing	your	powerful	ideas	to	life	Pro	Tips	to	Make	Your	Proposal	Stand	Out	Keep	it	Simple:	Use	clear,	everyday	language.	No	need	for	fancy	words	or	business	jargon.	You	can	use	ClickUp	Brain	to	distill	ideas	into	simpler	language.	Make	it	Scannable:	Use	ClickUp	Docs'	rich-text	formatting
features	to	create	headers,	short	paragraphs,	and	bullet	points	that	make	your	proposal	easy	to	read.	You	can	also	include	links	to	your	past	work	to	demonstrate	your	experience	and	relevant	wins.		Organize	your	job	proposal	and	emphasize	important	text	with	features	like	color-coded	banners,	headers,	lists,	and	more	in	ClickUp	Docs	Be	Specific:
Instead	of	saying	"I'm	a	great	team	player,"	share	a	story	about	how	you	led	a	team	to	success.	Show	Enthusiasm:	Let	your	genuine	interest	in	the	role	shine	through	your	writing.	Proofread	Carefully:	Review	your	proposal	to	eliminate	irrelevant	details,	grammatical	errors,	and	typos.	This	shows	that	you	pay	attention	to	detail	and	are	extremely
professional	in	your	approach.	Pro	Tip:	Annex	the	appropriate	resources,	supporting	material,	or	documentation	to	your	proposal.	This	can	contain	your	resume,	portfolio,	references,	testimonials,	case	study,	sample	plan,	etc.	Make	sure	to	keep	this	section	relevant,	well-organized,	and	accessible	for	potential	employers.	The	Secret	Sauce	Here's	what
really	makes	a	proposal	work:	Focus	on	the	employer's	needs,	not	just	your	achievements.	For	every	skill	or	experience	you	mention,	connect	it	directly	to	how	it	will	help	them	achieve	their	goals.	Get	specific	and	actionable	with	a	breakdown	of	resources,	such	as	budget,	tools,	technologies,	or	skills	required	for	successful	outcomes.		Work	Smarter
with	Templates	Start	with	ClickUp's	Job	Proposal	Template	to	save	time	while	writing	your	proposal.		Create	a	compelling	job	proposal	in	minutes	using	ClickUp's	Job	Proposal	Template.	Outline	your	expertise	and	experience	with	ease	With	pre-built	sections	for	personal	information,	academic	achievements,	and	professional	experience,	this
customizable	template	gives	you	a	foundation	that	ensures	you	don't	miss	any	crucial	elements.	Craft	Winning	Job	Proposals	with	ClickUp	Your	job	proposal	doesn’t	only	need	to	show	why	you’re	a	perfect	fit	for	the	position	but	also	be	creative	enough	to	stand	out.	It	should	be	well-researched	and	written,	without	glaring	errors	that	could	cause
recruiters	to	toss	it	out.	Typically,	you’d	need	a	combination	of	tools	to	achieve	this—from	word	processors	to	design	software	to	file-sharing	tools.	However,	with	ClickUp,	writing	a	job	proposal	that	commands	attention	is	much	easier.	ClickUp	brings	everything	together	in	one	place—from	initial	research	and	brainstorming	to	writing	and	polishing
your	final	draft	using	templates	and	AI.	Ready	to	write	your	winning	proposal?	Try	ClickUp	today!	What	are	your	best	tips	for	writing	a	job	proposal?	I’d	love	to	hear	them	in	the	comments!	#jobproposal	#jobapplication	#jobhunt	#jobsearch	Having	a	vacant	position	requires	immediate	action	from	the	Human	Resources	(HR)	Department.	Typically,
whenever	a	new	position	(or	a	new	job)	is	available	inside	a	company,	the	Talent	Acquisition	manager	starts	seeking	the	best	candidate.	Job	seekers	always	search	for	new	job	postings	on	different	platforms.	Whether	we	are	talking	about	a	full-time	position	or	a	part-time	one,	we	always	need	a	detailed	job	description,	allowing	potential	employees	to
get	a	better	understanding	of	your	company’s	expectations.	When	it	comes	to	creating	a	proposal	document	for	a	new	job	position,	many	recruiters	come	up	with	the	same	complex	question:	How	do	write	effective	employment	proposals	that	will	stand	out	on	the	job	market?	On	the	other	side,	candidates	seeking	new	working	opportunities	always
wonder	How	to	pitch	a	new	job	position?	These	two	questions	can	be	easily	answered	by	getting	an	in-depth	understanding	of	what	a	job	proposal	template	looks	like	and	which	are	the	most	important	sections	of	a	job	application,	from	a	hiring	manager’s	perspective.	→DOWNLOAD	NOW:	FREE	JOB	PROPOSAL	TEMPLATE	Reviewing	the	job
requirements	and	company	culture	is	the	most	vital	thing	before	writing	the	proposal.	Start	with	a	clear,	concise	executive	summary	that	outlines	the	purpose,	and	benefits.	Outline	the	job’s	duties	and	responsibilities,	as	well	as	any	necessary	qualifications.	Explain	how	your	skills	and	experience	make	you	a	good	fit	for	the	position.	Provide	a	detailed
breakdown	of	the	proposed	compensation	package,	including	salary,	benefits,	and	any	other	perks.	Address	potential	objections	or	concerns	the	employer	may	have	and	provide	solutions	to	overcome	them.	Conclude	the	proposal	with	a	call	to	action	and	the	next	steps.	Polish	and	proofread	the	proposal	carefully	to	ensure	it	is	professional	and	error-
free.	Job	proposals	are	the	key	to	new	and	beneficial	collaboration	between	free	job	experts	and	companies.	Businesses	encounter	different	issues	which	need	immediate	solutions.	You	are	aware	of	the	fact	that	company	owners	will	not	come	to	your	door,	knock	and	offer	you	a	paycheck.	After	all,	why	would	they	choose	you?	Surely,	you	have	already
thought	about	several	reasons	why	you	should	get	an	interview	for	a	company	but	now	you	have	to	focus	on	convincing	the	hiring	manager	to	see	your	real	value.	How	to	write	a	marketing	plan	that	propels	you	to	success	There	is	no	magic	recipe	to	create	the	perfect	proposal	letter	for	a	new	hire.	It	all	depends	on	the	company’s	approach	and
business	model.	Usually,	staffing	campaigns	generate	a	handful	of	time-consuming	tasks	that	the	HR	Department	has	to	take	care	of.	Writing	accurate	job	descriptions	which	actually	help	people	understand	your	business	plan	takes	a	lot	of	time.	However,	the	amount	of	time	spent	on	writing	these	proposals	will	reduce	significantly	if	using	a	simple
yet	effective	template.	In	spite	of	the	fact	that	many	job	seekers	usually	think	that	sending	their	CVs	via	e-mail	is	enough	to	get	an	interview	for	a	new	job,	business	owners	always	seek	more.	Spending	extra	time	to	give	the	final	touch	to	your	job	proposal	will	usually	make	you	stand	out	from	the	crowd	and	offer	you	better	chances	of	getting	hired.
Write	multiple	job	proposals	&	customize	them	to	your	needs.	Track	all	the	changes	from	who	has	opened,	edited	or	signed	it.	Try	now	Writing	an	effective	job	proposal	can	be	easily	compared	to	a	movie.	You	have	to	identify	the	gap	in	the	workflow,	forecast	a	potential	solution	and	start	working	towards	fixing	the	problem.	The	outline	of	your
proposal	should	make	your	potential	employer	want	to	find	out	more	about	you	and	your	skills.	What	is	more,	using	an	effective	outline	usually	results	in	an	increased	level	of	readability.	The	text	should	not	be	too	complicated	and	should	not	require	more	than	one	or	two	complete	reads	to	get	a	full	understanding	of	even	the	smallest	details.	One
great	example	of	an	effective	job	proposal	outline	includes:	The	company’s	challenge	The	actual	value	of	the	position	The	responsibilities	Your	qualifications	Your	history	with	the	company	After	getting	your	outline	ready,	we	do	highly	recommend	putting	everything	into	a	simple	yet	effective	template.	But	before	polishing	things	up,	let’s	find	out	what
exactly	you	should	include	in	each	section	and	more	importantly	what	you	should	not	include	in	your	job	proposal.	Identifying	problems	is	one	of	the	most	important	parts	of	the	decision-making	process.	A	solution	optimized	for	a	misidentified	issue	will	end	up	being	useless.	Moreover,	spending	time	and	money	to	fill	a	gap	that	does	not	actually	exist
in	your	company	will	eventually	have	many	negative	consequences	over	time.	Maybe	they	struggle	with	a	low	conversion	rate.	Turning	leads	into	actual	customers	happens	fewer	and	fewer	times.	The	cash	flow	drops	significantly	and	the	management	team	can	figure	out	why	those	things	happen.	This	is	one	of	the	worst-case	scenarios	where	a
company	can	be.	This	section	should	answer	the	following	question:	Why	should	the	company	spend	money	on	this	type	of	service?	If	you	have	identified	a	potential	issue	related	to	your	area	of	expertise	then	you	should	explain	it	with	as	many	details	as	possible.	Offering	your	potential	client	an	overview	of	why	they	should	hire	you	is	great.	However,
getting	into	details	and	offering	an	in-depth	explanation	of	a	potential	collaboration’s	benefits	will	skyrocket	your	hiring	chances.	Let’s	face	it:	no	one	will	hire	you	if	they	do	not	need	you.	This	is	why	it	is	very	important	to	emphasize	what	benefits	you	can	bring	to	their	company.	For	example,	say	you	are	an	experienced	web	designer	and	you	have
found	a	website	that	lacks	mobile	compatibility	and	does	not	have	a	user-friendly	navigation	menu.	Based	on	your	experience,	poor	design	results	in	lower	chances	of	turning	leads	into	customers.	Therefore,	you	might	want	to	explain	these	correlations	to	your	potential	customer	so	they	can	easily	understand	why	they	should	go	the	extra	mile	to
resolve	this	problem.	Having	great	marketing	skills	will	help	you	convince	potential	customers	of	your	value.	You	might	have	to	put	in	a	lot	of	effort	to	properly	explain	why	they	should	hire	you	instead	of	anyone	else.	Moreover,	some	leads	may	not	understand	the	actual	value	from	the	first	time.	Including	pre-defined	answers	for	some	of	the	most
frequently	asked	questions	your	potential	client	may	ask	will	significantly	increase	your	chances	of	persuading	them	of	your	value.	19	marketing	documents	to	bolster	your	success	(+free	templates	and	examples)	Filling	this	section	with	the	appropriate	content	will	reveal	the	answer	to	the	following	question:	Why	is	this	position	so	important?	Having
clear	responsibilities	will	help	you	focus	more	on	what	you	have	to	do	to	reach	your	goal.	We	highly	recommend	using	bullet	points	to	create	a	comprehensive	list	that	includes	all	the	tasks	you	are	able	to	perform	for	the	company.	Many	sample	job	proposal	letters	use	simple	and	understandable	terms	to	explain	what	the	candidate	is	able	to	do.	This
helps	the	hiring	manager	figure	out	in	what	position	that	person	would	be	the	ideal	candidate.	If	you	are	not	sure	what	a	duty	list	should	look	like,	that	is	perfectly	fine.	Here	are	some	examples	of	responsibilities	one	may	include	in	their	digital	marketing-related	job	proposal:	Research	thoroughly	and	come	up	with	interesting	and	relevant	topics	for
blog	posts	Identify,	assess,	and	suggest	keywords	that	should	be	approached	in	articles	Perform	on-page	and	off-page	S.E.O	Keep	track	of	the	blog	insights,	determine	and	implement	the	best	strategy	to	increase	the	number	of	visitors	This	is	where	many	candidates	mess	things	up.	A	job	proposal	is	not	your	CV.	When	writing	a	job	proposal	for	a
company	you	should	always	make	sure	the	qualifications	you	mention	are	relevant	to	the	management	team.	Moreover,	including	skills	that	are	not	related	to	your	area	of	expertise	may	sometimes	do	more	bad	than	good.	For	example,	if	you	are	a	copywriter	and	you	include	great	programming	skills	(C#	and	Java)	in	your	job	proposal,	the	business
owner	may	assume	you	are	not	a	focused	person	and	you	try	to	approach	as	many	income	sources	as	possible.	This	will	dramatically	lower	your	chances	of	getting	hired,	especially	considering	that	companies	nowadays	require	real	expertise,	instead	of	people	that	have	just	a	brief	idea	of	how	to	get	the	job	done.	Having	many	years	of	experience	will
not	necessarily	make	you	look	better	in	the	hiring	manager’s	eyes.	However,	being	capable	of	performing	complex	tasks	with	great	performance	will	surely	put	the	highlight	on	your	proposal.	7	things	you	need	to	include	in	an	employment	contract	Before	writing	the	job	proposal,	we	highly	recommend	taking	a	quick	glance	at	what	skill	set	helps	you
perform	in	your	domain.	Based	on	the	most	popular	skills	you	can	find	out	what	makes	you	stand	out	from	the	crowd	and	emphasize	that	specific	aspect.	For	example,	when	offering	digital	marketing	services,	some	of	the	most	popular	skills	are:	S.E.O.	and	S.E.M.	Storytelling	Strategic	thinking	Persuasivitiy	Another	interesting	aspect	you	might	want
to	include	in	your	proposal	is	related	to	the	hard	skills	and	soft	skills	you	possess.	Being	flexible,	punctual,	and	communicative	brings	you	extra	points	when	applying	for	a	position	that	requires	working	in	a	team.	What	is	more,	being	able	to	properly	communicate	in	a	foreign	language	will	give	you	more	credit	if	you	are	about	to	join	an
internationally-formed	digital	marketing	team.	Make	sure	you	support	your	hard	skills	with	the	appropriate	certifications.	Any	officially	issued	documents	which	attest	to	the	fact	that	you	have	a	specific	skill	will	only	increase	your	chances	of	getting	an	interview.	Step	5.	Describe	your	history	with	the	company	Keeping	an	existing	client	is	five	times
cheaper	than	acquiring	a	new	one.	Therefore,	working	with	a	repetitive	customer	is	a	great	way	of	reducing	your	operational	expenses.	If	you	have	previously	worked	with	a	specific	company,	then	you	are	more	likely	to	get	hired	compared	to	a	freshman	that	has	just	submitted	their	first	cover	letter.	Make	sure	you	include	all	the	projects	you	have
worked	on	with	that	company	(yes,	even	the	ones	that	were	not	so	successful).	Being	honest	about	your	performance	is	a	great	way	of	gaining	your	potential	client’s	trust.	Posing	as	the	ideal	candidate	while	only	being	an	average-performance	freelancer	will	not	bring	you	any	good.	Say	you	claim	to	be	an	expert	in	web	development	and	you	convince	a
business	owner	to	pay	you	a	couple	of	thousand	dollars	for	a	completely	new	and	improved	website.	However,	you	only	have	basic	web	development	skills	and	you	spend	two	weeks	creating	a	boring	site.	Think	about	it	from	your	client’s	perspective:	do	you	think	they	will	hire	you	ever	again?	Working	with	the	same	company	again	has	many	benefits.
You	both	know	your	working	style,	you	already	understand	their	business	approach,	and	the	business	owner	knows	how	to	explain	potential	issues	identified	with	the	final	product.	However,	nothing	lasts	forever	and	collaborations	are	no	different.	At	some	point,	you	will	have	to	find	new	clients	and	go	through	the	entire	acclimatization	process	with
them.	This	is	the	most	complex	step	you	have	to	perform	when	applying	for	a	job	or	offering	a	collaboration.	Putting	all	your	thoughts	into	a	great	writing	form	requires	many	sessions	of	tweaking	and	trying.	Before	creating	the	actual	document	you	want	to	send	to	your	potential	client,	you	might	want	to	write	a	sample	letter	so	you	can	get
accustomed	to	how	to	approach	the	situation.	→DOWNLOAD	NOW:	FREE	JOB	PROPOSAL	TEMPLATE	Concluding	your	proposal,	you	should	definitely	include	a	budget	and	an	estimated	deadline.	This	will	allow	your	potential	customer	to	determine	whether	their	company	is	able	to	gain	access	to	your	services.	Many	startups	have	limited	budgets	and
this	is	why	collaborating	with	experts	in	different	areas	is	a	complex	issue.	However,	extending	the	deadline,	reducing	the	number	of	revisions,	and	even	lowering	the	number	of	responsibilities	are	factors	that	are	often	associated	with	a	reduced	price.	Another	crucial	thing	you	should	include	in	your	written	proposal	is	a	call	to	action.	This	can	be
literally	anything:	a	button,	a	headline,	contact	information,	an	invitation,	social	media	information,	etc.	The	only	thing	you	have	to	take	into	account	is	to	do	your	best	to	persuade	your	potential	client	to	get	in	touch	with	you.	Getting	an	interview	is	generally	harder	than	convincing	someone	to	hire	you.	Especially	when	you	think	about	the	fact	that
any	hiring	manager	gets	at	least	a	dozen	application	letters	every	week.	Make	an	attractive	cover	page	and	make	sure	you	include	the	job	title	on	the	first	page.	This	way	you	can	get	the	business	owner’s	attention	within	a	few	seconds.	Fonts	and	headlines	are	important	too.	Using	the	right	color	for	your	text	and	including	appropriate	images	will
increase	your	chances	of	getting	an	interview.	After	all,	getting	hired	is	your	ultimate	goal.	After	sending	the	job	proposal,	you	should	be	ready	to	wait.	And	wait.	And	wait.	Up	to	7	calendar	days.	According	to	a	recent	survey,	44%	of	applicants	hear	back	from	their	employers	within	a	week	of	applying.	Therefore,	make	sure	you	are	ready	to	wait
patiently.	However,	if	even	after	7	days	you	do	not	get	an	answer	from	the	hiring	manager,	it	may	be	a	great	idea	to	send	a	follow-up	email.	Many	email	platforms	have	integrated	functions	that	remind	you	of	the	messages	you	have	sent	and	remained	without	an	answer.	For	example,	Google	Mail	(GMail)	pops	up	a	reminder	3	days	after	sending	an
email	and	not	getting	any	reply	from	the	recipient.	This	way	you	make	sure	you	do	not	forget	about	any	job	proposal	you	have	previously	sent.	If	this	is	your	first	time	writing	and	sending	a	job	proposal,	then	you	might	want	to	stick	to	a	previously	created	template.	One	of	the	most	popular	templates	available	on	the	market	is	the	PandaDoc	Job
Proposal	Template.	It	can	be	found	on	the	official	website,	under	the	Templates	section.	The	template	is	fully	customizable	using	the	online	editor.	Moreover,	all	you	have	to	do	in	order	to	take	advantage	of	it	is	to	create	a	free	account	on	the	platform.	You	can	either	register	using	an	email/password	combination	or	by	connecting	to	your	Google	or
LinkedIn	account.	There	is	no	need	to	add	a	credit	card	in	order	to	use	this	business	proposal	template.	Regardless	of	the	template,	you	are	planning	on	using,	here	are	some	of	the	key	aspects	you	have	to	take	into	account:	Be	honest:	No	hiring	manager	wants	to	put	the	wrong	person	in	the	wrong	position.	Point	out	the	previously	identified	issue:
Make	sure	you	explain	why	the	company	needs	help	on	overcoming	a	specific	problem.	Explain	your	value:	Emphasize	the	benefits	of	hiring	you	and	why	the	business	owner	should	spend	a	fraction	of	the	budget	on	paying	for	your	services.	Showcase	your	skills:	Soft	skills,	hard	skills	and	even	other	competencies	(but	make	sure	they	are	relevant	to
your	potential	client).	Call	to	action:	If	you	do	not	persuade	the	business	owner	to	contact	you	then	you	have	already	wasted	both	your	and	their	time.	Now	that	you’re	aware	of	how	an	effective	job	proposal	looks	like,	it	is	the	perfect	time	to	write	one	for	yourself!	Psst…	we	have	got	an	extra	tip	for	you!	Using	the	new	and	improved	PandaDoc	Job
Proposal	Template,	writing	a	business	proposal	is	just	a	piece	of	cake.	But	you	do	not	have	to	take	our	words	for	granted.	Convince	yourself	by	trying	it	out!	Originally	was	published	in	October	2021	and	has	been	updated	for	comprehensiveness	in	April	2023	A	job	proposal	generally	has	up	to	7	sections,	as	follows:	Introduction	Previously	identified
issue	The	importance	of	the	position	Responsibilities	Detailed	skillset	Previous	projects	Proposal	Depending	on	the	complexity	of	the	addressed	issue,	there	may	be	extra	sections	or	even	fewer.	A	job	proposal	is	an	offer	made	by	an	individual	to	another	individual	or	to	a	company.	It	generally	comes	up	with	a	solution	to	an	issue	that	has	been
identified	by	the	job	seeker.	A	business	proposal	may	come	in	many	formats	but	some	of	the	most	popular	are	e-mail	and	application	letters.	Writing	a	simple	proposal	is	not	the	smartest	move,	especially	when	you	deal	with	mid-sized	and	large	companies.	We	do	highly	recommend	going	the	extra	mile	and	writing	a	complete	proposal	that	includes	all
the	appropriate	sections.	However,	if	you	prefer	sticking	to	a	simple	business	proposal,	you	can	use	the	following	outline:	Issue	(What?)	Solution	(How?)	Qualifications	(Why	me?)	Proposal	(How	much?)	HBR	Staff;	VladSt/Getty	ImagesYears	ago,	when	I	was	trying	to	transition	from	a	job	as	managing	editor	at	my	family’s	newspaper	into	the	corporate
world,	I	was	doing	a	lot	of	informational	interviews.	One	executive	said	to	me,	“You’re	really	smart,	but	there	are	a	lot	of	smart	people	out	there.	How	are	you,	specifically,	going	to	add	value	to	my	company?”	It	was	a	turning	point	for	me.	I	realized	that	employers	needed	more	than	a	strong	resume	to	hire	me.	They	needed	me	to	show	them	how	I’d
add	value	to	their	organization	and	why,	together,	we	would	make	a	good	team.


