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Business Proposal

Template & Guide

This Guide is intended to be read in conjunction with the following template for the development of a Business Proposal. As such, the Guide should be removed from the front of your final document.

What is a Business Proposal?

The Business Proposal is the first document outlining what workforce development activity is proposed. It is the document that converts an idea into the details of a potential project, including the outcomes, outputs, major risks, costs, stakeholders and an estimate of the resourcing and time required.

The Business Proposal expands the initial concepts in order to:

· provide broad details of the objectives, scope, resources, budget, milestones, risks, stakeholders and related projects of the initiative;

· define the guidelines/standards to be applied throughout the initiative; and

· gain authorisation to proceed to the next step of the initiative.

Why would you develop a Business Proposal?

A Business Proposal is developed to provide the project sponsor/ client :

· a broad overview of the proposed initiative, including how you intend to manage and deliver the results from the initiative; and

· a mechanism to facilitate a formalised agreement which will be prepared by the business development consultant.

By documenting each initiative, it provides a framework:

· that allows an informed decision to be made whether to continue to the next step in the initiative;

· to readily enable recognition that further information or details relating to the initiative are required before an informed decision can be made; and

· to provide an informed comparison between a number of proposed initiatives.

This document is usually expanded in a Project Plan, enabling further definition of the business problem/initiative and scope of the potential project(s).

When would you develop a Business Proposal?

A Business Proposal would be developed as a result of an enquiry from a client regarding workforce development.
What you need before you start:

· Knowledge and understanding of the proposed initiative(s).

· Agreement to proceed with the development of the Business Proposal from senior management.

What should be in your Business Proposal?

This is a proposal that is targeted to a client request for workforce development. It therefore should include the following: 

· Mode of delivery

· Program content

· Instructional/Course materials

· Time and place of workforce development activity 

· Facilities offered or required

· CV’s of trainers

It may also include a brief plan or timetable to give the client a clear understanding of what is offered.

What you will have when you are finished:

A complete Business Proposal that will be ready for approval by the senior management and will form the basis of the proposal that will be prepared by the Business Development Consultant to be sent to the client for acceptance. 

How to use this template?

The template contains sections which are either optional or can be developed at a number of levels of detail depending upon individual need. 

All documents developed based on this template should include an appropriate acknowledgement.

A number of different text styles have been used within the template, as follows:

· Text in italics is intended to provide a guide as to the kind of information that can be included in a section and to what types of projects it might be applicable.

· Text in normal font is intended as examples.

· Text enclosed in <angle brackets> is intended to be replaced by whatever it is describing.
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Business Proposal

Prepared by

<Project Manager>
TAFE NSW – Sydney Institute
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Business Proposal Details
Client Details

Name of organisation: 
<Insert name of organisation>




Address

Contact name:

<insert name of contact>
Phone:

Fax:

Email

TAFE NSW Details

Name of organisation: 
TAFE NSW - Sydney Institute




Address
Contact name:

<insert name of Project Manager>

Phone:

Fax:

Email

TAFE Capability Statement
TAFE NSW - Sydney Institute 
Sydney Institute is one of Australia’s largest, oldest and most respected providers of vocational education and training.  Our colleges are located in Enmore, Eora, Gymea, Loftus, Petersham, St. George, Randwick and Ultimo.
Sydney Institute of TAFE NSW with its long history of industry partnerships in the delivery of commercial training services. We are a Registered Training Organisation (RTO) focused on the quality delivery of training. We hold ISO 9001 certification and possess a range of quality assurance ensuring quality development and delivery.
We have extensive experience in learning and development programs which include writing curriculum, producing high level course materials, training plans and assessment tools.  TAFE NSW - Sydney Institute can provide formal qualifications or tailored courses for your specific needs.

Our trainers have extensive industry experience in addition to their high level academic qualifications and all possess the Certificate IV in Training and Assessment or equivalent.  
Local Capability Statement
(Insert information that is relevant to show the local capability of your proposal)

1.  Project Scope
1.1. Title 

<Abbreviation and Long Title>
1.2. Overview
Briefly describe the reasons for establishing the project and how it was initiated, including any relevant background information. This should be less than half a page long.

1.3. The clients needs
What is the proposed scope of work as requested by client? Why do they want to undertake the project? What do they want to achieve? This should be a high level description of the objective(s) in bullet points.

1.4. Outcomes

What is in place at the end of the project that does not exist now? This should be a high level description of the outcome(s) in bullet points.

2.  Project Plan
What are the outputs for this project? Use headings below.

2.1. Target audience

The proposal should make clear the audience targeted by the training. Is the training for novices, advanced users, users with specific needs?  Identify the recommended number of participants for course.

2.2. Mode of delivery
Describe the mode of delivery. Is it facilitated workshops, one-on-one, etc
2.3. Course content
How will the curriculum be developed? What existing TAFE resources will be used? Will they be modified? What new content will be required? How will the content meet the needs of the audience? Who will write the content?
2.4. Resources and materials

What course materials will be given to the participants? Who will develop these materials? Will software be provided? Inform of any copyright details. What are the printing costs and arrangements? What certificate will be presented to participants?    

2.5. Timing and location

How long will the training take? Where and when will it take place? The proposal should demonstrate that the location and time allocated are appropriate to the audience and content.

2.6. Facilities and equipment
What facilities are needed for the training? What is the recommended room setup and list of equipment requirements?
2.7. Facilitators
Who will do the training and what experience do they have? The proposal should include trainer credentials and relevant experience and our policy on changes to the proposed trainer/s. (TAFE NSW- Sydney Institute reserves the right to change the nominated trainer should they be unavailable.)

See TAFE CV template (Appendix)

3.  Assumptions and constraints
These should be in the form of bullet points of what is assumed the client and provider will provide and what they will not. For example, 
The client will provide: 
TAFE NSW - Sydney Institute will provide:

4.  Project Milestones

	Description
	Responsible 
	Start
	Finish

	Identification of needs
	Indicate who is responsible – TAFE or client – or both
	
	

	Initial consultation
	
	
	

	Development of the program
	
	
	

	Delivery of the program
	
	
	

	Evaluation of the program


	
	
	


For a training delivery proposal, the following table may be used.

	Description
	Responsible 
	Start
	Finish

	Information gathering
	Indicate who is responsible – TAFE or the client – or both.
	
	

	Development of content
	
	
	

	Design of instructional materials for student
	
	
	

	Design of trainer documents and aids
	
	
	

	Client review of training material
	
	
	

	Delivery of training
	
	
	

	Evaluation of program
	
	
	


5.  Price
This is derived from the costing sheet which will be prepared with your Business Development Consultant after you have provided information regarding hours and consumables required to complete the project.
6.  Appendices
Insert documentation supporting the proposal. For example, Trainer CV, a timetable for delivery.

Appendix 1: <insert name of Trainer>
	
	
	NAME

Title
	phone
(02) 

fax 
(02) 

mobile

email       


	
	
	Qualifications

· Xxxxxxx (eg Bachelor of Science, Sydney University) etc

· Xxxxxxxxxx Dilpoma in Teaching etc etc  etc

· Xxxxxxx  other qualifications 

XXXX Experience

 ( Area related to tender eg IT, Legal, Child and Family Services)  

(Name)  is a specialist in xxx  with more then xxx  years of experience including: 

· Xxxx   for  (Company Name).

· Established and managed xxxxx  at xxxxxx(Company Name).

· Consulted leading xxx organisations in delivery of their xxxxxxx

Name has experience in xxxxx  ( relate to tender  eg child protection, public service administration etc etc) 

Training Experience

(Name) has a   ?-year track record of xxxx (eg teaching/ training/ delivery facilitating programs etc):

· Xxxxx

· Xxxxxx

 (name)  has an extensive track record of xxxxx  achievements in the field of xxxxxxx

Roles and responsibilities

Xxxxx  will serve as trainer/senior trainer/ coordinator/manager/director etc etc  advisor with responsibility for customisation/ delivery and assessment of/ management of/ coordination of/  the training to the DoCS environment. He will also focus on effective training delivery.

Value that (Name) brings to this role

· 8 years experience as a XXXX practitioner in leading Australian and European organisations in XXXXX.

· 7 years experience as A XXXXX  at XXXXX and as a XXXX trainer at company name

· Comprehensive experience in delivering XXXXXX projects ETC  on time and within budget.

· Hands-on experience in delivering xxxxx training/ projects.



	
	
	Details of current and former Projects:

	
	
	Project/Organisation Name
	Project and Role Details

	
	
	· Project Big Foot, (company name)
	· Project Big Foot is a xxxx project of (company name).  

	
	
	· xxxx
	· This project was a xxxx

	
	
	· xxxxxx
	· Name was providing xxxxxx  with xxxx x services .

	
	
	· xxxxx (company name)
	· xxxxx  is (company name) a xxxxx. (Name) was providing xxxx with xxxx

	
	
	Referees

	
	
	Name


	Position/Organisation/Contact Details

	
	
	Name
	(Position held)

(Company name)

(Division)

T: 02 

F: 02 

M: 

Email: 


<Project Title>:Business Proposal 
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