Project Proposal
[The name of the project]
Prepared for [Client or board]   by [Your name, company]   on [Date]
Summary
In a short paragraph: the problem, what you propose to do about it, what it will cost and what it will bring. Many readers read only this.
The need
Describe the situation now and what it costs to leave it as it is. Use the reader's own figures where you have them.
What we propose
What will be done, and what will not. Name what the reader will have at the end.
· [A thing that will be delivered]
· [Another]
· [Another]
Plan and timing
	Stage
	What happens
	When

	1. Discovery
	Interviews, a review of what exists, the brief agreed
	[Weeks 1 to 2]

	2. Build
	The work itself, shown every fortnight
	[Weeks 3 to 8]

	3. Hand over
	Testing, training and the handover
	[Weeks 9 to 10]


Cost
	Item
	Amount

	[Stage or item]
	£0,000

	[Stage or item]
	£0,000

	Total
	£0,000


Why us
Two or three reasons, each backed by something the reader can check: a past project, a reference, a qualification.
Next steps
Say what you need from the reader to begin, and by when.
