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CHAPTER ONE - PREPARATION

PREPARING FOR A PROPOSAL

A proposal is often the first document people see when you are trying to

do business with another company, working to earn government con-

tracts, or just to get your foot in the door because you know you can do a

better job. Whatever the need, if your proposal doesn't meet the stan-

dards of the person who will be reviewing it, you may as well not write it.

This book guides you through the process of creating dynamic propos-

als that capture the attention of those who read it, but there are some

things you will need to do before getting started:

RESEARCH
Whatever proposal you are starting, do your research first. Look at how

the competition is doing things, look at other people or company�s ideas

to see how they were successful at it, even talk to the people who are

going to receive your proposal to see if they have any data from past

award or contract recipients, etc., whatever you have to do, do it first.

GATHER AND PRINT ALL YOUR DOCUMENTS

After you�ve done the research, find a place to work. It should be a place

large enough to l;ay out all your documents where it won�t be inter-

rupted or disturbed in any way for at least a couple of weeks. Once

you�ve located such a place, print every document you have related to

the preparation of your proposal. You should end up with piles of paper.

Don�t worry about putting them in order yet because you�ll get it wrong.

We�re going to put them into categories next. You�ll need a good black

marker and a set of 2 or 3 highlighters for this next step.
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