Sales Proposal Template
A generic sales proposal template in six building blocks, from the cover and executive summary to scope, pricing, timeline, and a one-page version, for any industry.
Cover and executive summary
When to use: Use this as the first page of any proposal.
Cover
Proposal for [client name], prepared by [your name] at [company name].
Executive summary
You are looking to [project], and this proposal lays out exactly how we will get you there. In short: we understand the outcome you want, we have done this before, and the plan below shows the scope, the price, and the timeline with no surprises.
Why this matters
The goal is not a document, it is the result. Everything here is built around what success looks like for you.
Next step
When you are ready, the [next step] is a short call to confirm the details and begin.
Scope of work
When to use: Use this to spell out deliverables and boundaries.
Scope of work
For [project], here is exactly what is included, so expectations are clear from day one.
What you get
•  [deliverables], delivered in the stages described below.
•  Regular check-ins and a single point of contact.
•  A defined revision process so feedback is simple.
What is not included
Anything outside the list above is a separate add-on, which we will always quote before starting. This keeps [client name] in control of the budget across the [timeline].
Why this protects you
A clear scope means no surprise charges and no guessing about what was promised.
Pricing and packages
When to use: Use this to lay out cost and options clearly.
Investment
Here is the pricing for [project], laid out so you can choose what fits.
Options
•  Essential: the core work to hit your main goal, at [price].
•  Recommended: the core work plus the extras that get results faster.
•  Complete: everything, for teams that want the full outcome handled.
What is included in every option
Clear communication, defined deliverables, and no hidden fees. You are paying for an outcome, not hours.
Next step
Tell me which option fits [client name] best, and the [next step] is to confirm and schedule the start.
Timeline and milestones
When to use: Use this to set expectations on timing.
Timeline
Here is how [project] unfolds, so you always know what is happening and when.
Milestones
•  Kickoff on [start date]: we align on goals and gather what we need.
•  Build phase: we produce [deliverables] with check-ins along the way.
•  Review and launch: you review, we refine, and we go live.
The full span
Each stage of the [timeline] has a clear owner and a date, so nothing stalls in silence and you can plan around every step.
Staying on track
If anything shifts, you hear it from us early, never as a last-minute surprise.
Terms and next steps
When to use: Use this as the final section before signature.
Terms
The simple version, in plain language: the price for the work above is [price], payment is split across the milestones, and either side can pause with reasonable notice.
What happens after you say yes
Once [client name] approves, we send a short agreement, collect what we need, and lock in the start date. No long delays.
How to move forward
The [next step] is to reply with your approval or book a quick call with [your name] to finalize. That is all it takes to begin.
Our commitment
Clear communication and the outcome we promised, from start to finish.
One-page proposal
When to use: Use this for smaller projects or fast decisions.
[project] proposal
For [client name], from [your name].
The goal
Deliver [project] on time, on budget, and without the usual back-and-forth.
The plan and price
•  Scope: the core work needed to reach your goal.
•  Price: [price], with no hidden fees.
•  Start: [start date], finishing on the agreed schedule.
Next step
Reply yes, or grab a quick call, and we begin. The [next step] is that simple.
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