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The headings in this proposal template are to be used as a guide only.  If the RFP/RFQ specifies a format for the proposal, follow it exactly to ensure the proposal is deemed compliant.  
Following the tenderer’s instructions and organisation of the document shows that you have listened and given them exactly what they have requested.
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[bookmark: _Toc353886872]Executive Summary
This is the most important page of the proposal as it is probably the only section that gets read by the evaluator/decision-maker.
Tips for writing executive summaries:
The executive summary should not be more than 2 -3 pages or 10% of the page length of the proposal.
Maintain a client focus throughout.  
Clearly state your offer and its benefits to the client.
Use clear and concise language. Avoid technical jargon where possible.
Use numbered/bullet points and visual representations instead of large blocks of text, where appropriate.
Use emphasis (bold, italics) to highlight important points.
Do not include any new content in the executive summary that is not contained in the rest of the document.



[bookmark: _Toc353886873]Introduction
This section should highlight your understanding of the client’s requirements in the first couple of paragraphs – what is the problem, why they need the services, what outcomes they expect.  Do not copy and paste text from the RFP/RFQ, paraphrase instead.
The next couple of paragraphs should say how you can provide a solution to their problem.  Use bullet points to state how you can assist the client.  Refer to sections in the proposal where you have provided further explanation.  
If you have been invited to quote, say it here.  Use sub-headings if appropriate.  Limit this section to a couple of pages.
 
[bookmark: _Toc353886874]Relevant Experience
Relevant experience includes past, similar experience and may be ordered as UNSW>faculty>School. 
Use examples of past projects within the text or use a table if there are page limits. List recent projects (max 10 years) in a table with brief descriptions of each (including outcomes/impact).  Include name of the client where possible and refer to formal positive feedback that you may have received from them as proof of performance.
Another option to structure this section is to have sub-headings for each area of expertise required and text below citing experience with examples.   You should consider using an appendix for case studies or if you want to explain a relevant project in detail.
Use graphics to break up large blocks of text. Graphics with captions should ideally be placed on the bottom-right of the page so as not to distract the flow of text for the reader.
Ensure this section addresses the evaluation criteria for experience, if specified in the RFP/RFQ.

[bookmark: _Toc353886875]Proposed personnel
This section should include the key details of the personnel proposed to provide the services.  Similar to the section on Relevant Experience, you could use a table or have brief bios that highlight the experience directly relevant to this proposal.  Order personnel by positions in the proposal, e.g. Chief Investigator/Team Leader, Research Assistant/Senior Consultant, etc. or arrange alphabetically.
An expertise matrix may also be used listing area of expertise horizontally at the top and personnel vertically down the page.  This matrix is best prepared in excel and pasted into the proposal.  Use an A3 page if it is large.
Include detailed CVs in the appendix in the same order as listed in the body of the proposal. Limit CVs to a max of four pages if possible.

[bookmark: _Toc353886876]Approach and Methodology
This section should explain how you intend to solve the problem, theoretical underpinnings/past experience that determines your chosen approach and the expected outcomes/impact. 
Integrate risk management in this section.
Use sub-headings and graphics to break up large blocks of text. 

[bookmark: _Toc353886877]Workplan
This section provides details of the activities to be undertaken and is best presented in a table as follows:
	No.
	Activity Description
	Duration
	Key Personnel
	Deliverables/Outcomes

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



[bookmark: _Toc353886878]Timeline
The timeline may be presented as a Gantt chart using the Activity description headings and corresponding duration from the table above.

[bookmark: _Toc353886879]Price
If no instructions in the RFP/RFQ have been provided on how to complete this section, decide on how much detail you want to include here.  Check with client if appropriate.
List assumptions made in developing the budget.
Table of price – do not include indirect costs as a separate line item. Show GST separately.
If you think the client may consider the price to be high, provide alternative/value-adding options.

[bookmark: _Toc353886880]Other comments
Data requirements from Client
Intellectual property
Publication
Delays 
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