This transcript was exported on 05/13/2026
Speaker 1: Do you have a project idea that you want to get approved by senior management or even your client? Well, in this video, I'm going to share with you how to write a project proposal. No, better yet, a winning project proposal. So if you're interested in writing a really awesome project proposal, then stay tuned to the end because I have something really cool to share with you, which is the fundamentals of project management. Because with every project proposal, there's a project at the end of it and this free training is going to help you. So stay tuned. Hi. If you're new here, welcome. My name is Adriana Girdler and on this channel, you're going to learn the best project management and career advice coming to you weekly. So please consider subscribing as it helps this community grow, which is an awesome community to boot. Now, if you're interested in learning more about project proposals, let's get to it. What is a project proposal? A project proposal is a document that lays out key concepts and ideas that you present to a decision maker. To see if those concepts and ideas, usually born out of strategy, are going to proceed into a project. Now I write tons of project proposals for my clients and it really is a very succinct way of doing it. Now I'm going to share with you what I put in my project proposals that always leads to the project moving forward. Section one, project information. This is really important because it sets up what is it that you're presenting. It gives the needed information. So the decision maker can understand the why this is even being requested. So there's a few things that I put in here. The first thing that I do for sure is what is the project name? Now don't worry about it being the final name because that's not necessary, but what is it that you want to call it? So you all are on that same page. Second piece of information is the project background information or the idea background information. Why is this idea even coming to the table? Is it linked to strategy? Is there a problem that has to be fixed? Is it an opportunity? So that becomes really important because that's the justification as to why you're even putting together this project proposal. You also want to talk about the objective. So what is the project objective? What are you looking to accomplish? So that's why you need the justification first and then you link it to the objective. Really what are you hoping and wanting to get out of this project once it's completed? Now you also want to consider the scope parameters. It's really important what's going to be in, what's going to be out. There's a lot of assumptions when it comes to projects. So in this proposal, you want to really identify what's in, what's out, just so that everyone's on that same page because decision makers may have assumptions and if they understand what's in and out, then they can make the right decision and everyone will be on that same page from day one, which is really important. And last but not least, you may want to consider this. You may or may not have the information for this, but that's project resourcing. If you're looking for a project proposal, you may know automatically about who and how many people need to be involved. If you are going to make a decision about this project, whether it should move forward, this idea that's linked to a strategy, it doesn't happen by itself. It needs resourcing. So giving a high level idea as to who you need is really important. So that's all in the body of the project information. Section two, project methodology slash approach. Okay. This is really important because when you have an idea and you want to bring it to fruition, how are you going to bring it to fruition? What do you think is going to have happen in order to it occur? Do you need workshops? Do you need brainstorming sessions? Are you just going to have a formalized project team? So this is where you think about what is it that you're trying to do, the objective, right? And the justification behind it in the first section. And how are you going to make that come to life? So it may be a combination of things. You may need to have some workshops to talk about requirements and brainstorming sessions. And once that's done, you're going to formalize it with a project idea or plan. Again, it really is dependent upon what you're trying to achieve, but you really do have to lay it out. Do you have to do a discovery to really get into detail? Is there more research that has to occur to lay or to set up what you're going to do? Are you going to put in some points in time? Are you going to have approvals of go, no go, or yes go on items and activities? So it's really high level, what's the approach that you would like to take in order to see this from start to finish? Section three, assumptions. Now you already heard me talk about assumptions in the project information stage, but that's not where you put it. You put it here. So you do your project information, you talk about your methodology and approach, and then you do your assumptions. Why? Because it's not just assumptions on the project information. It's not just assumptions on the project information. It's also assumptions in your methodology that becomes really important for you to call out. Because your methodology, for example, may be we're going to have brainstorming sessions, but they're going to be in person brainstorming sessions. And with how we work today, there's a lot of virtual activities that go on. So you don't want people to assume that your brainstorming session is virtual. You may decide that it really needs to be in person. So you have to ensure that you call out that assumption. How many workshops are going to be in person? That totally changes how you do things, the cost of things, who's going to be involved, et cetera. So that's why it's critical at this point, review what you've done and pull out all the assumptions. Just don't assume. It's going to help you at this stage in this project proposal to get that nailed to the best of your ability. So do focus on assumptions. Section four, key deliverable or deliverables. It's depending on, again, what you're doing. So in this section, this actually... In my proposals, everything's going to be in person. My proposals are very small section because I'm basically telling to my client, what are you getting at the end of this? So for example, if I am doing a process improvement project and we have tons of activities, like we have to do workshops and we have to do current state and future state maps, and we have to get gap analysis, really the deliverable at the end of everything is a simple one liner. It's a report that they're going to get, which outlines a future state map and the gap analysis that we were asked to do. That's it. It's a report. That's a deliverable at the end of this. With everything that we're doing, they're going to physically get that. So that becomes really important. And even if like you're doing machinery, it would be that machinery that is going to be the deliverable. If you're installing a new packaging line, it's going to be that packaging line that's a deliverable. It just sets it out so everybody knows, what am I getting at the end of this? And usually when you're getting something, it's something tangible. Section five, project timeline. What? Adriana, aren't we just creating a project plan right now? No, no, we are not. When you're doing a proposal and you're trying to get people convinced to your idea, one of the big things they need to know is, well, how long is this going to take? Is it going to take two weeks, three months, two years? Because there are project proposals and ideas that do take a really long time. So you have to lay it out and you just want to give very high level milestones as to what you think it's going to take in order to get this done. You want to get this to fruition. So very high level, you're not doing anything detailed, just saying overall arching timeline as to what you think is going to have happen. Section six, project cost. It's all about the money. Let me tell you, this is really important at this stage. I know for clients, sure, they love me. They're excited to have me on board. They know I do a good job, but it really comes down to the money. How much is all this going to cost? Because do I have it in my budget to execute? So some of the things that you're going to need to know is, how much is this going to cost? So one of the things you want to consider from a cost perspective is, what are your resource costing? Do you have to hire people outside? Is there associated resource costing internally to bring people on this project? Are there any fixed costs? Do you have to purchase something specifically like a software or a piece of equipment? So what are those fixed costs? Is there any direct costs associated with the project? Do I have to travel to do my in-person workshop? Do we have to have hotel costs? What about getting food for that workshop? Those are all those related items, and there even may be more costs depending on what you're doing, but you need to really, again, high level at this point, saying, here's what the potential cost is going to be, because people are making a decision. Do I move forward with this or not? And it always does come down. Money plays a big part of proposals, so definitely take time and think this out. You don't need the details yet in regards to line by line item, because you're not at a project stage. You don't need the knowledge yet of initiation and planning, which will definitely vet that out more, but you're here from a proposal perspective, so you do have to highlight what those things are. Section seven, project proposal acceptance and acknowledgement. Okay, this is a very simple section. Basically, it's the sign off that everyone agrees to what's in their proposal, and they're going to sign off with this project moving forward, so it's like a contract. I am agreeing to move forward on this. As the project proposal creator saying, yes, I agree with all this, and the owner, client, or senior executive is going to sign off on it as well. It just ensures that everyone agrees and you have that written proof. Congratulate yourself, okay, yay, you just got a proposal accepted. That's huge. Oh my goodness, do not ignore that. Celebrate. Go out for lunch. I usually buy myself something a little small to say, oh my gosh, what a great job I did, because that is so cool. A project and idea. A project and idea is now moving forward, and you're probably the one that's going to be running it, so yay. Now remember what I said, these are project proposals, and I already hinted that it's not the project plan, so I would like for you to go in the link below and check out that free training, because there is so much now that you need to do. You have to start at initiation stage to move this concept and idea into the project framework, and there's a lot of cool stuff that you learn, so definitely it's under this video, that link. If you learned something new here today, please tell us in the comments below. Would love to hear if there's anything else that you've added in your project proposals, or if you use this framework, how did it go for you? Please like this video, subscribe to this channel. It really tells YouTube that you like our content, allowing us to grow this community and really get more great content out to you. So on that note, see you next time at the next video. Thanks.
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