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Client Name,

We are pleased to submit…lorem ipsum dolor sit amet, consectetur adipiscing elit, sed do eiusmod tempor incididunt ut labore et dolore magna aliqua. Ut enim ad minim veniam, quis nostrud exercitation ullamco laboris nisi ut aliquip ex ea commodo consequat. Duis aute irure dolor in reprehenderit in voluptate velit esse cillum dolore eu fugiat nulla pariatur. Excepteur sint occaecat cupidatat non proident, sunt in culpa qui officia deserunt mollit anim id est laborum.

Sed ut perspiciatis unde omnis iste natus error sit voluptatem accusantium doloremque laudantium, totam rem aperiam, eaque ipsa quae ab illo inventore veritatis et quasi architecto beatae vitae dicta sunt explicabo. Nemo enim ipsam voluptatem quia voluptas sit aspernatur aut odit aut fugit, sed quia consequuntur magni dolores eos qui ratione voluptatem sequi nesciunt. Neque porro quisquam est, qui dolorem ipsum quia dolor sit amet, consectetur, adipisci velit, sed quia non numquam eius modi tempora incidunt ut labore et dolore magnam aliquam quaerat voluptatem. 
Ut enim ad minima veniam, quis nostrum exercitationem ullam corporis suscipit laboriosam, nisi ut aliquid ex ea commodi consequatur? Quis autem vel eum iure reprehenderit qui in ea voluptate velit esse quam nihil molestiae consequatur, vel illum qui dolorem eum fugiat quo voluptas nulla pariatur?
Sincerely

Your Name
SUMMARY

One summary sentence concerning the project objectives.

One summary sentence concerning the proposed solution.

One summary sentence concerning the time estimate.

One summary sentence concerning the cost estimate.
PROJECT ANALYSIS 

Provide an overview of the client situation (their industry and competitive challenges). Briefly describe the background and context for the project and why it is being undertaken. Mention who asked you to do what and speak to the business value of the work being performed (i.e. business goals). Put enough information here so that the rest of the sections in the project definition make sense. This section should only be a couple of paragraphs.

Enter overview here.
Objectives are statements that describe what this project will achieve and deliver. Objectives should be “SMART”: Specific, Measurable, Achievable, Realistic, and Time-Based. To be specific and concrete, objectives should be deliverable-based. The completion of an objective should be evident through the creation of one or more deliverables. If the statement is at a high level and does not imply the creation of a deliverable, it may be a goal instead. If the statement is too low-level and describes features and functions, then it may be a requirement statement instead. Each objective could map to a project phase if desired and appropriate.
· List objectives here
· List objectives here

· List objectives here


List any and all known requirements that must be met to achieve success. Include business requirements, technical requirements, user requirements and design requirements. It’s okay if more requirements are defined throughout the discovery and strategy phases of the project—most often they are. The important thing is to document all known requirements up front, and then freeze the final requirements at the close of the strategy phase.
· List requirements here
· List requirements here

· List requirements here

STATEMENT OF WORK
In this section, you should clearly define the logical boundaries of the project. Scope statements are used to define what is within the boundaries of the project and what is outside those boundaries. 
For each phase, provide an overview, then describe the sequence of steps, deliverables, and milestones, the necessary timeframe and a subtotal of fees & expenses. 
Phase 1: [Enter Title]
Overview goes here.
Steps:
Describe each major activity/task in our process to conduct the work
Deliverables:
List each deliverable and provide a description.
Milestones:
Describe each key milestone in terms of commit points. These are points in the process that you need client approval to move forward. 
Timing
Provide summary of estimated timing, not in terms of dates, but in terms of how much time is needed to complete each step and reach each milestone.
Fees & Expenses
Provide a summary of estimated fees and expenses for this phase.
...then repeat for each phase

Phase 2: [Enter Title]
Overview goes here.

Phase 3: [Enter Title]
Overview goes here.
Phase 4: [Enter Title]
Overview goes here.
COST SUMMARY
Provide a recap of the hours, cost and timeframe for the project
	Phase
	Deliverable
	Cost

	Phase 1
	· Deliverable 
	$XX,000

	Phase 2
	· Deliverable 
	$XX,000

	Phase 3
	· Deliverable 
	$XX,000

	
	· Deliverable 
	$XX,000

	
	· Deliverable 
	$XX,000

	
	· Deliverable
	$XX,000

	Phase 4
	· Deliverable 
· Deliverable 
· Deliverable
	$XX,000


PROJECT ASSUMPTIONS
Project assumptions are circumstances and events that need to occur for the project to be successful but are outside the total control of the project team. They are listed as assumptions if there is a HIGH probability that they will in fact happen. The assumptions provide a historical perspective when evaluating project performance and determining justification for project-related decisions and direction.

· List assumption here

· List assumption here

· List assumption here


List all client responsibilities

· List responsibility here

· List responsibility here
· List responsibility here


Project risks are circumstances or events that exist outside of the control of the project team that will have an adverse impact on the project if they occur. (In other words, whereas an issue is a current problem that must be dealt with, a risk is a potential future problem that has not yet occurred). All projects contain some risks. It may not be possible to eliminate risks entirely, but they can be anticipated and managed, thereby reducing the probability that they will occur. Risks that have a high probability of occurring and have a high negative impact should be listed below. Also consider those risks that have a medium probability of occurring. For each risk listed, identify activities that will be performed to eliminate or mitigate the risk.
COMPANY INFO
It is important to provide some background information about your company.


It might be important to provide some information concerning your company’s philosophy and approach to thinking relevant to the project. 

It might be important to provide a list of relevant and existing clients.
It is important to list the major players both on the client side and your side, their roles, and responsibilities on the project.

COMPENSATION
<Client> shall pay <Your Company> for the services described in this Contract as follows:

Hourly Rates
Where specified in this contract, <Client> shall pay <Your Company> at <Your Company>’s standard rates as in effect at this time.

<Your Company>’s standard rates currently in effect are as follows:

Insert rate sheet
No change shall be made to <Your Company>’s standard rates prior to the agreed upon completion date of this project.

Upon signing this Agreement, <Client> shall make a payment equal to <x>% of the total estimated project cost. This amount equals $xxxx.

This initial payment shall be credited against the amounts due hereunder as follows:

Total estimated project cost:
$xxxx

Less initial payment:

$xxxx

Remaining balance:

$xxxx

After receipt of an invoice, <Client> shall make payments within 30 days.

<Your Company> may render invoices according to the following schedule:

<x>% of the total project cost is due upon final approval of designs for all printed marketing material and web site as outlined in the scope of this document. This amount equals $xxxx.

The remaining <x>% of the total project cost is due upon final completion of all deliverables listed in the scope section of this document. This amount equals $xxxx.

A fixed fee or fee estimated not to exceed a specified amount is based upon the time estimated to complete the services specified in this Agreement during normal working hours. Any revisions or additions to the services described in this Agreement shall be billed as additional services not included in any fixed fee or estimated fee specified above.

Such additional services shall include, but shall not be limited to, changes in the extent of work, changes in the complexity of any elements of the Project, and any changes made after approval has been given for a specific stage of design, documentation, or preparation of artwork.

<Your Company> shall keep <Client> informed of additional services that are required and shall request <Client>’s approval for any additional services which cause the total fees, exclusive of any surcharge for rush work, to exceed the fixed or estimated fees set forth in the “Fees” section above by more than $500.

<Client> shall pay a surcharge for any services requiring work to be performed outside of normal working hours by reason of unusual deadlines or as a consequence of <Client> not meeting scheduled times for delivery of information, materials, or approvals.

The surcharge for rush work shall be at the standard rates plus 25%.

Normal working hours for this Project are as follows:

Monday through Friday, 8:00 a.m. to 5:00 p.m. (Enter Time Zone)


<Client> shall reimburse <Your Company> for all out-of-pocket expenses incurred by <Your Company> with respect to the Project including, but not limited to, expenditures for: (list examples relevant to your industry, e.g. materials, xerox copies, Fax and long-distance telephone charges, postage, and local deliveries, including messengers, out-of-town travel, and shipping.)

Automobile travel will be charged at a standard rate per mile of <current Federal standard rate>

Reimbursable Expenses will be billed at cost plus a surcharge of 10%.

Any budget figures or estimates for Reimbursable Expenses or Implementation charges such as printing, fabrication, or installation are for planning purposes only. <Your Company> shall use their best efforts to work within stated budgets but shall not be liable if such expenses exceed budgets.

<Your Company> shall maintain records of hours and reimbursable expenses and shall make such records available to <Client> for inspection on request.

<Client> shall pay a service charge of 15% for all overdue amounts of $1000 or more.


Enter standard Ts & Cs for your business. If you don’t have them, consult your lawyer or an industry organization that may have standard terms they can share with your company.


Both parties sign and date to accept the terms of the proposal.
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