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1. Introduction

[Description of the document and its purpose.]
2. Executive Summary
[The executive summary should include a brief history of the company together with some high level financial information.] 
3. Corporate and Cultural Information

[This section will contain additional information about your company, and the department(s) and/or people who will be involved in the project. It should include a corporate overview and some information about company culture.] 
4. Previous Projects and Clients
[This section will contain descriptions of previous clients and projects that were similar to this project and/or will demonstrate your organization's expertise and experience in project management and development.] 
5. Client References
[Here you should list contact information for clients who have agreed to give references based on your work. Include contact names and titles as well as a brief description of the project(s) implemented for each client.]
6. Development Methodologies and Process 
[This section will include information about the standards and methodologies that will be used for managing and implementing the project. If a proprietary methodology will be used, include an overview of the project lifecycle, and documentation that is produced during each phase. It should include information about processes and procedures for such things as configuration management, quality management, source control, security, and any other standard processes used during the development of projects.]
7. Quality Assurance and Testing Processes and Procedures

[Quality assurance processes, procedures and methodologies should be outlined together with an overview of the documentation produced at each step of the lifecycle. There may be testing outside of the quality assurance team that also needs to be accomplished.] 
8. Development Environment

[This section will include a brief description of the development environment. This will include details about the hardware platforms, including operating system, design packages, programming software, unit test software etc.]
9. Assumptions

[This section should contain organizational assumptions and technical assumptions. Organizational assumptions would include such things as, the expectations the vendor has from the client as far as involvement in the project; client responsibilities such as testing or documentation; client representatives for the project (project manager, for example). Technical assumptions will include items such as, client's existing hardware, systems and software that will be used for the project; specific technology that will be used in the development of the product; if consultants will be engaged for specific areas of development requiring specialized knowledge or skill sets.]
10. The Problem

[This section will include a brief description of the problem. This can be taken directly from the RFP or can be elicited from the client via phone conversations or in-person meetings.]
11. Proposed Solution(s)
[This section will include details of the proposed solution or solutions. There may be more than one way to solve the specified problem and, if this is the case, give the client some alternatives.]
12. Constraints, Limitations and Risks

[Note any known constraints, limitations or risks that are currently known. This can include things such as the timeline for the starting the project. Any known limitations with technology, people, regulatory requirements, or people knowledge and skill sets should be described together with a proposal for how you would manage them should you be awarded the project. Describe potential risks you have identified based on the information provided.]

13. Proposed Project Phases
[The project may need to be developed and delivered in phases either because the client has requested it in the RFP or because you feel that the size and/or complexity of the project warrants it.]

14. Milestones and Deliverables

[This section will include high level project milestones and deliverables. These include the project phases, if applicable. At this early stage of the planning phase, the milestones may be confined to approximate dates for completion of specific documents for the planning phase, and a high level timeline for when each of the subsequent lifecycle phases will be concluded.] 
15. The Proposed Project Team

[The proposed project team will include the specific roles/positions needed together with some high level qualifications and skill sets. Individuals do not need to be identified at this point.]
16. Costs and Payment Details 

[This section will contain high level estimates based on the initial estimates that were created during the concept phase or the budget information contained in the RFP.]
17. Terms and Conditions 

[This will include some legal jargon that will most likely be supplied by your legal department. It will contain some disclaimers related to the accuracy of the information contained herein, together with any contractual requirements associated with the project.]
18. Proposal Submission and Questions 

[This section will include the contact information of the proposal preparer, the date and time that the proposal was submitted, and the method of delivery. It will also include any questions from the preparer about anything in the RFP that was not clear.]
19. Proposal Acceptance and Approval
By signing this document, everyone involved is in agreement that the proposal document is accurate and complete and is approved to move forward. 
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