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Writing proposals should not feel like a chore. 

They could be the difference between winning and 
losing.



Hello – Chris Matthews

• Arthur Andersen, Advertising / Marketing / PR

• CEO biggest financial & corporate PR firm in Europe – many 
demanding clients:

• Cabinet Office and other Government

• C-Suite – Accountants; Banks; Global Financial Services Firms; Actuaries; 
Hermes; Trustees: Royal Mail, Cadbury, Sainsbury, ICI, 

• FTSE-100

• etc



The Problems



Imagine…



What’s Wrong

• Your latest proposal looks like all 
your previous proposals

• Your proposal looks just like your 
competitors’ proposals

• They are tough to read

• They are too long

• They are focussed on the wrong 
thing



…leading provider…

…significant expertise…

…cost effective…

…tailored for our clients…

…largest…

…leading global…

…design and deliver solutions…

…largest…

…market leaders…

…insights and solutions…
…insights…

…leading global…

…ideal solutions…

…client focussed…



NOISE



Typical Client Views

“Just answer the question that you’ve been given, 
rather than give us a general blurb in relation to 
your particular expertise as a firm.”

“Hate people being too general…try to understand 
exactly what we are looking for…"

“Hate…having to wade through quite a lot of 
information about the firm…"



At what point do they say YES



Win by page 3



Credentials



Send Credentials Separately

• It’s not the bit the client is 
really interested in

• Demonstrates responsiveness

• Gives opportunity for follow 
up

• Does not dilute “main” 
document



Make Credentials Interesting & 
Relevant

• Why we are different and better (explain rather than assert)

• Sector experience (nb conflict) 

• Case studies (Situation Challenges Action Results Relevant)

• Client endorsements, awards, etc

• Include the entire team (offer a chemistry check, if relevant):

• Highlights

• Discursive (but not down with the kids)



Main Document



Conviction Structure

• Engages the reader at an emotional level as well as 
rationally (yes, even for actuarial proposals!)

• Maintains their interest throughout (yes, even for 
technical material!)

• Provides a compelling, logical structure

• Helps keep the document focussed on the right things

• Helps keep it short



‘Conviction’ Structure

• [Summary]

• The brief

• Challenges, Challenges, Challenges (esp. those they have not thought of)

• Strategy (or approach), Value (measures of success)

• Work

• Other (Fees etc)

• Appendices

• NB: Credentials separate



Plan your document before you start to write*

*and do plenty of homework – including scoping meetings, using Insight / Challenger techniques to flush out issues



The hardest, least efficient way to write is to 
start writing
• Capture your thoughts

• Arrange them into right order

• Edit as you go

• Without losing track of what you are trying to say

• Instead, do these tasks one at a time

• It’ll save you hours and you won’t lose track

}
}
} Simultaneously
}
}



1. Capture your thoughts



2. Reflect and put ”rejects” to one side



3. Cluster, find connections



4. Clusters form sections / paragraphs



5. Order them – most important material first



Write from Post- It Notes to the Document

Post It Note Document

• There is a risk that executives 
may have accrued benefits, 
unknown to the Trustees, in 
previous employments.



Write the summary first



Design your document to look good



Don’t waste the cover

• Your firm’s logo

• Your firm’s name

• Your firm’s colourways

• Document title

• Looks pretty much like everyone 
else…..



Make the cover distinctive, welcoming, 
working

Proposal for Cadbury

Acme Consulting LLP

We have more experience designing LTA schemes 
than any other firm.
Our proposals will protect the tax efficiency of 
your spend
We would regard working with you as a 
prestigious appointment.

INSERT AN IMAGE OF THEIR PRODUCTS



Match the client’s style



Use of white space

Beyond the specifics of individual projects, the 
Smarter Planet idea also managed to crystallise 
exactly why it is that society needs IBM. Ginni

Rometty became CEO in 2012 with the 
aspiration to make IBM ‘essential to each of our 

vital constituencies’. The power of Smarter 
Planet is that it defines, in a universally 

appealing and memorable way, exactly how IBM 
will achieve that aspiration.

Beyond the specifics of individual projects, the 

Smarter Planet idea also managed to crystallise 

exactly why it is that society needs IBM. 

Ginni Rometty became CEO in 2012 with the 

aspiration to make IBM ‘essential to each of our 

vital constituencies’. 

The power of Smarter Planet is that it defines, in 

a universally appealing and memorable way, 

exactly how IBM will achieve that aspiration.



Headings make documents flow. Or not.

• Headings that are informative make a document easier to read

• Capital requirements

• Impact of bond yield stability

• Triennial valuation

• Cohort



Chancellor’s comments

FT: “Hammond admits EU has ‘legitimate’ concerns about City regulation

Vs



Other design elements

• Use highlighting sparingly, to draw attention to key points

• Use bullet points, lists and tables:
• They are easier to read

• They stand out

• Can be scanned quickly

Use bullet points, lists and tables. 
They are easier to read, they stand 
out and can be scanned quickly



Well-designed diagrams and tables make understanding easier

Slidevana



Design
If you see a great diagram someplace else, “borrow” it



The table duplication duplication trap

The team has used a ten year projection for the business case. The financial projections are shown 
below. The table shows how the IFRS profit, S2 balance sheet, value at risk and margin develop

The table shows that the business expects to generate an IFRS profit in 2021, 
capital injections peak in 2027 and the SCR cover ratio is 3.2x in year 10 



At what point do they say YES



When Do They Say “Yes”



When Do They Say 
“Yes”



When Do They Say 
“Yes”



Summary



In a nutshell

43

‣ Separate credentials from 
proposals 

‣ 80 / 20:  the client / you

‣ ”Conviction” structure – WIN 
BY PAGE 3

‣ Plan before you write

‣ Design to be easy to read

‣ Match the client’s style / 
culture


