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Title page

· The project title is the most important information on the cover page. The title needs to precisely reflect the objective of the project.  It should be centered.  Proposed project duration and budget estimates both may appear on it.
· Sample Layout and Format of the Title Page (centered)
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A project proposal submitted to
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By
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Florida International University

September 12, 2011
· Title to be specific and reflective of the objective

· PM should appear in the title page

· No need to use FIU or the company’s logo

Executive Summary page 
What is an executive summary?
· It provides a precise, concise summary of the proposal

· It is usually one page, no more than 2 pages at the most.  

· It usually highlights each section in a few sentences.  
· It includes no bullet items.
· It is a non-technical statement designed to provide a quick overview of the full-length report on which it is based. 

· For this proposal, you will include key facts about it problem background, problem statement, goal & objectives, major deliverables, proposed solution approach, major tasks, duration, budget, merits (profit, benefit, and./or significance).
· One way to summarize is to take one or two most important sentences from each section of the proposal and group them together in order logically, edit the text so it is cohesive and tell the story of your proposal.
· Remember the importance of the Executive Summary page is only next to the title page. 
Table of Contents page
Note: 

This page should include the following entries and thus the proposal needs to include these sections.  “Table of Contents” needs to be on the top and centered.

0. About the company 

This section includes:
· Corporate History
· Mission & Vision Statement
· Nature of Business, Strategy, Competitive Priorities
· Overall Corporate Organizational Structure
Note: This section may be skipped in a professional proposal, but is needed as part of this project proposal for learning purpose.

1.  Introduction
This section describes the problem’s background by giving a relevant non-technical description of the background, which helps situate the problem in the proper context.  It should lead logically and naturally to problem statement (next section).  Provide only enough relevant problem background to direct reader’s attention to the problem with a fundamental understanding of its importance and the needs to address it.
2.  Problem Statement
This section presents a formal description of the problem.  It may include a technical definition of the problem.  This includes a direct statement that specifies the intent of the project with both goal and objective statement for the project.  
· Goals: These are long-term goals which usually tied to business strategy or strategic road map of the company, and are in line with the stated problem.  Goals are not to be accomplished by this project but are often used to entice the reader’s interest in this project.  They may be skipped, if there are none.

· Objectives: These are short-term goals to be accomplished by this project.  Objectives must be “SMART.”  
Each objective usually is accompanied with one or multiple deliverables, of which each is to be sufficiently described including its functionality, technical specifications & requirements, as well as test/QC process and acceptance criteria at the time of delivery.  

Note: Goals and objectives are specific targets or final results.  They are NOT specific actions, tasks, or activities to be engaged in the project, which appear in the approach section.  

3.  Scope (Constraints, Assumptions, Limits, Exclusions, and Inclusions)
· Scope defines the boundary (domain) of the problem (or system) to take on.  Scope is not the scope of work (SOW); which list work elements.  It is important to properly specify the scope, which defines the extent of your coverage while solving the problem. 
· Assumptions and constraints are used to limit and confine the validity and applicability of the proposed solution.  Assumptions usually are general in nature, while constraints are more specific.  
· Exclusions and Inclusions are used to further itemize what the project includes or not include.

4. Significance (Merit, profit, and/or benefit)

This section entails the significance of the project.  It is used to underline the importance of the project for solving the problem within its scope as defined.  Profit is the typical focus of significance when it comes to project justification for a for-profit corporate. On the other hand, benefit is the focus of justification for a non-profit company, or public work.  You may argue for its merit from a strategic point of view, which ties to goals, or company mission and vision.  It must underline the importance of the project and why the project is warranted.  It should be as quantifiable as possible, in terms of cost/benefit, cost savings, profit, quality improvement, response time shortening, and/or other benefit due to the project once its objective is reached.

5.  Proposed Approach

This section consists of two subsections.  The first one presents a generic description of a technical solution approach to the problem.  You may present a number of options first with a pros/cons analysis, and then zoom in to describe/argue for the proposed one.

Based on the solution approach, the second subsection will present a WBS that enlists all significant tasks to be done for this project in a hierarchical manner.  Each task should be introduced from the top of the hierarchy, including a description of the task, how to do it, and which resources (materials, workers, machines, and tools, etc.) to do with.  If specific expertise, license, or security clearance is required for a task, state so in this subsection as well.
In principle, there is not enough time and not enough financial justification for a detailed WBS.  However, it is often necessary to get down to certain level of detail, such that the proposer will then be able to evaluate technical feasibility of the proposed solution approach and also demonstrate to the customer that you have the technical expertise. In addition, you will have a convincing foundation for cost and time estimates.  For this proposal, you are expected to decompose the tasks to the OP (work package) level. 

For the Work Breakdown Structure (WBS), you need to go through layers downward, level by level, so you break the top layer into several components of work.  Then you move down to the next layer to identify the tasks, following some logic or natural boundary.  
5.  Contractual aspects

As you develop the WBS, you have to concurrently engage in make/buy decision for each of the sub-deliverables and each of the tasks.  For each task or sub-deliverable that is to be outsourced, there is no need to break down the work further.  However, outsourcing partners and contractual matters need to be considered, including the entire chain of command down to your suppliers and vendors.  The issue of quality assurance and timely delivery needs to be considered as well.  These decisions are then the foundation for contracts.  This section is designated for explain contractual needs and their related risk and uncertainty.  You may also include the issues of reporting requirements, IP/proprietary requirements, etc. in this section.
6.  Schedules

You will need to present a PROJECT MASTER SCHEDULE (PMS) based on your WBS.  The PMS should include all the WBS activities for this project.  Microsoft Project is a tool to use.  It should also include milestone events.  In addition to the Gantt chart, you need to describe the PMS and points out major events and milestones.   Simply presenting an M/S Gantt chart without sufficient verbal description is not sufficient and is rude to the reader.
1. Personnel

This section should include several subsections: (1) organizational structure for this project, (2) job description and qualification/skill requirements, (3) linear responsibility chart, and (4) communication plan.

Both the organization chart and job description should use role and job function, instead of real team members’ name, because team members may not come on board yet, plus they may come and go often.  Include only those that are going to perform WBS tasks.  The project manager should be on the top of the organization chart for this project.

The Linear Responsibility Chart is used to indicate who is responsible for what to do each task. Identify all possible roles, and then for each task you identify who will play which role.
Communication plan outlines communication channels and report types to be generated by whom and submitted to whom, how and how often.
7.  Resources

This section identifies each resource type (equipment, tools, workers, machines, software, etc) and the amount of time, required to perform each WBS task.  I suggest that you would create a table, listing all WBS tasks in the rows and identifying all resource types in the columns.  Their corresponding cells are then used to record the amount of time required.  

9.  Budget

The budget is built on the resource table.  It summarizes resource requirement by type across all WBS activities, assigns a unit cost for each resource type, and multiple them, and add them to a total cost for the project.  You may then consider adding direct overhead for project management, and then adding general overhead for the company plus profit, if any.  They are usually in form of a percentage of the direct cost.   You may consider split the cost of each type into two columns, one for the customer to pay, and the other is for the contractor to absorb. 
10.  Evaluation methods

This section details your plan for quality evaluation of each deliverable (and the project) at the time of delivery.  This is a plan to be agreed upon by all parties, so rules will not be changed at the last moment; it will be difficult if you disagree on the measurement of the deliverable.  The method should include its procedure and tools to use.  For qualitative measures, you may devise a quality checklist or weighed quality measurement matrix to measure accomplishment of the proposed objective.  Each objective and its deliverable(s) should have an evaluation plan proposed in the proposal.  Again, the plan should be based on the quality requirements or technical specifications as stated in the objective section.  In addition to the method design itself, you also need to identify the evaluation agency or evaluators.
11.  Potential problems (Risks)
During the project execution phase, there could be potential problems (risks) that may arise.  This section is used to point out potential uncertainties and difficulties (technical failure, strikes, weather-type deadlines, subcontractor defaults, etc.)  that would happen and thus affect the project.  You need to identify risks, assess its likelihood and potential outcome should they occur, and proposed a contingency plan and tracking mechanisms for each deemed significant.  A risk has to be outside of the project team’s control.  It may or may not be the contractor’s sole responsibility, but it should be identified and dealt with in your contingency plan.  If there are no risks, you say, “There are no risks associated with this project.”
12.  Appendix 


References (citations)


Resumes


Certificates and licenses 


Comments on overall project proposal:

· Make sure all team members have the latest copy of the final approved proposal.

· Use consistent fonts throughout the report.
· Full justify entire document.
· Use sharp, brief- to-the-point statements.

· FORGET THE WORDS “WE”, “OUR”, “US”, “THEY”.  SAY “THE TEAM”, “THE COMPANY”, “IT”.

· Spell check please!  Use grammar check too!  
· PMS should be printed on one page, in landscape orientation.  If too large, print in two sheets and set in portrait orientation as a foldout.

· Label all figures and tables with figure/table # and caption
· Any additional document may be included in the appendix section, including the list of references (citation in the text), detailed schedules and budgets, corporate licenses and certificates, lists of projects completed prior to this proposal, resumes of principle personnel on this proposed project.  It is a good practice to refer to each of them included in the appendix.  .
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