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The One-Page Proposal presents a methodology and style guide for presenting business proposals.  The logic for using a one-page format is that:

1. It respects the time of busy business people by presenting them with a proposal they can read and absorb in less than five minutes.

2. It respects the intelligence of business people by giving them only the information they need to make a decision

3. It compels the proposal writer to furnish the minimum and necessary information needed by the decision maker to act decisively.

4. It sets a professional standard of precision and speed for the new relationship.

The completed One-Page Proposal is a heavily formatted text-only document. Author Patrick Riley warns against any changes to the format that he calls sacrosanct.  He says any variation from the format will undermine the working logic of the document; the logic being to present the minimum and necessary information to make a decision maker act decisively. The categories of information, in order, are:

Title: A headline for the proposal. All capital letters. Six words is optimum

Subtitle: Further defines the topic in a way that piques the reader’s curiosity

Target: A statement of goals – what you want to accomplish with the proposal. Try to keep it the target statement a single objective.

Secondary Targets: A concise list of secondary objectives that support the Target. 

Rationale: Your choice of four subsections or paragraphs that present your supporting facts. The order of presentation is important.

· Setting the Stage – useful background information or context

· Compelling Points – irrefutable facts that support the target and secondary targets

· The Pitch – Not a jarring hard-sell, but the logical conclusion of the compelling points

· Timing Issues – deadlines or timing considerations that are driving the proposal

Financial: Spell out the numbers. Demonstrate a complete familiarity of project’s financial aspects.

Status: Describe any existing support and commitments, and deal with anticipated roadblocks.

Action: Ask a specific person to take a specific action

Date it and sign it: Shows the information is current and bears your conviction.


Riley’s One-Page Proposal also presents primers on:

· Research – where to find the facts you need to write your proposal

· Presentation – tips on how to get the proposal in front of decision-makers. Riley calls this, “putting the proposal into play”.

Putting it into Play (selected quotes)

· The One-Page Proposal should never be sent without an introductory conversation with your intended reader, either in person or by telephone.

· For best results you should have a face-to-face meeting with the reader where you can review the proposition and leave a hard-copy of the One-Page Proposal for his perusal.

· If a meeting is not possible, discuss the proposition on the phone and send the proposal, unfolded in a 9” x 12” envelope or courier package.

Telephone Protocol (selected quotes)

· If your contact asks you specifically, “What would you like to talk about?” … read him your target sentence and tell him you have prepared a One-Page Proposal that covers all the key issues.

· If he says he is not sure if he can help, send him something in writing first, send him the attached note affirming your respect for his opinion and the value of his time. Indicate that you will call him in three days to set up an appointment.

· If the person turns you down over the phone … write him a thank-you note in which you reiterate your respect and regret at his decision – and attach a copy of the One-Page Proposal. Express your willingness to meet at another time and discuss the project should his feelings change.

Know Your Proposal Inside and Out (selected quotes) 

· When you are going in for that all-important in-person meeting, it’s crucial that you believe your idea is sound and will be a success.
· The great Hollywood movie producer and pitchman Robert Kosberg says … If you can’t explain your proposal in one sentence, either your idea is bad or you don’t know it well enough.
Citation:

The One-Page Proposal: How to get your business pitch onto one persuasive page

By Patrick G. Riley

HarperCollins Publishers Inc. (2002)

ISBN: 0-06-098860-6

