Small Business Sales Proposal Templates
Six small business sales proposal templates -- a service engagement, monthly retainer, fixed-price project, quote, tiered packages, and a one-page version -- covering overview, scope, price, timeline, and next step.
Service engagement proposal
When to use: Use this after a first chat with a prospective customer.
Overview
Prepared for [client name] by [your name] at [business name]. This proposal outlines the [service] we discussed and exactly what you get for the price.
What we will do
•  The specific work included, in plain language.
•  What is not included, so there are no surprises later.
•  Who does the work and how we keep you updated.
Price and timeline
The total is [price], with a simple payment schedule you can plan around. We can start within a week of your go-ahead and will agree firm dates together.
Next step
No jargon, no pressure, just clear work at a fair price. The [next step] is to approve this proposal so we can get started.
Monthly retainer proposal
When to use: Use this for steady, repeating service each month.
Overview
Prepared for [client name] by [your name] at [business name]. This proposal covers ongoing [service] on a simple monthly retainer.
What is included each month
•  A set scope of work delivered every month.
•  Priority response when you need something quickly.
•  A short monthly check-in so you always see the value.
Price and terms
The retainer is [monthly price] per month, billed monthly, with no long lock-in. Cancel with reasonable notice if it is ever not working for you.
Next step
A retainer keeps steady work moving without a new quote each time. The [next step] is to confirm the scope so we can start next month.
Fixed-price project proposal
When to use: Use this for a defined, one-time piece of work.
Overview
Prepared for [client name] by [your name] at [business name]. This proposal covers the [project] from start to finish, as a single fixed-price job.
Scope of work
•  The deliverables you will receive, clearly listed.
•  The milestones along the way so you can track progress.
•  One round of revisions included, with extras agreed if needed.
Price and timeline
The fixed price is [price], with a deposit to start and the balance on completion. We expect to finish within the agreed window and will flag anything early.
Next step
A fixed price means no surprise bills at the end. The [next step] is to approve the scope and pay the deposit so we can begin.
Quote or estimate proposal
When to use: Use this to give a price for a specific job.
Overview
Prepared for [client name] by [your name] at [business name]. This is a clear quote for the [service] you asked about, with nothing hidden.
What the quote covers
•  The work included at this price.
•  Any assumptions the quote is based on.
•  What could change the price, stated up front.
The quote
The estimated total is [amount], valid for 30 days. If the job turns out simpler or bigger once we start, we will talk before anything changes, never after.
Next step
You will always know the cost before we do the work. The [next step] is to approve the quote or ask me anything that is unclear.
Tiered packages proposal
When to use: Use this when a customer benefits from a few clear choices.
Overview
Prepared for [client name] by [your name] at [business name]. This proposal offers a few [service] options so you can pick what fits your needs and budget.
The options
•  A starter option covering the essentials.
•  A recommended option with the best balance of value.
•  A complete option for the fullest result.
Pricing
The recommended option is [recommended price], and each tier lists exactly what is included so you can compare at a glance. There is no wrong choice, only the right fit for now.
Next step
Pick the level that suits you today; you can always move up later. The [next step] is to tell me which option works and we will begin.
One-page proposal
When to use: Use this for a quick, low-complexity job.
Proposal for [client name]
From [your name] at [business name].
What we will do
Deliver [service] to a clear standard, on time, for a fair and fixed price, with a single point of contact throughout the whole job.
The details
•  Price: [price], with a simple payment schedule.
•  Timeline: agreed together, with a firm start date.
•  Included: everything we discussed, written down.
Why us
Local, reliable, and easy to reach, with work we stand behind and references you can call before you decide.
Next step
Let us confirm the details on [meeting date] and get started.
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