

Proposal Template

This is a basic layout for a project proposal. It provides you with a framework to present the project you are requesting funding for or for the call for tender you are applying for. 

Please remember to check the following:
· Are there specific requirements for the proposal to be submitted? In case adapt the format.
· Is a separate administrative and financial document required? In case provide them along with your proposal.
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THIS IS THE TITLE OF YOUR PROPOSAL

This is the subtitle of your proposal


You’re free to use any design you want – corporate design if you have one, or a standard document will do. Don’t forget to indicate:

· The project number (if responding to a call)
· The date
· Company logo (if not included in your design)
· Who wrote the proposal (if it makes sense to indicate it)
· A label, indicating that this is the technical proposal

Budget and Administrative and Technical Proposal should be all coherent in terms of design and cover.







Introduction
Insert text, write this last and showcase your selling points.

About us
Insert text




Table of contents

Insert table of contents





Current context and proposal structure
Context and background
Insert text
Existing sources of information
Insert text
Own sources
Insert text
Literature
Insert text
Websites
Insert text
Outline of this proposal
Insert text



Methodology
Goals of the project
Insert text
Tools and techniques to be used
Insert text
Detailed methodological approach
Overview
Insert text + diagram of the project
Inception phase
Insert text
Work Package 1
Insert text
Work Package 2…
Insert text
Work package X: Internal quality control
Insert text


Organisation and staffing
Project management / quality control
Project management
Insert text: who will do the work?
Quality control
Insert text: who will be responsible for internal checks and why this person?
Project Timeline, Milestones and Deliverables

	
	Months

	Work Packages
	1
	2
	3
	4
	5
	6
	7
	8
	9

	WP1
	
	
	
	
	
	
	
	
	

	WP2
	
	
	
	
	
	
	
	
	

	WP3
	
	
	
	
	
	
	
	
	

	…
	
	
	
	
	
	
	
	
	

	WPX
	
	
	
	
	
	
	
	
	




Project team
Insert text (short cvs, 10-lines max, the larger CVs will be in Annex A below)


Annex A – CVs
Insert text (CVs)



Annex B – Project references

Insert project references.

	Project Name
	Start
	End

	
	…
	…

	Budget
	…

	Client
	…

	…






9
 (
LOGO
)                                         Insert proposal acronym and company name

Proposal Template




