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SAL4-3 Developing sales proposals
	Learning Outcome
	Assessment Criteria
	Guidelines and range
The candidate provides evidence that they understand:

	1.Understand how to write sales proposals






	1.1 Explain how to write a proposal that differentiates the offer from that of a competitor and promotes organisational strengths

	A sales proposal may be solicited or unsolicited, and it is an offer to sell your organisation’s products or services, usually for a specified price and completion date.

An effective sales proposal must be focused on the customer, the customer benefits, and must convince the customer (or potential customer) that your organisation is uniquely qualified, in terms of skills and competence to deliver what they need better, than they can deliver it themselves and better than your competitors could deliver it.


	
	
	In this criterion the learner is required to explain how to write a proposal that differentiates the offer from that of a competitor and promotes organisational strengths.

	
	1.2 Describe how to put together a persuasive argument based on quantitative and qualitative evidence



	In order to be effective, a sales proposal should be logically structured and organised, and easy to read and evaluate.

The proposal should include quantitative and qualitative evidence, where appropriate, and consideration should be given to using visuals and graphics to support your message.


	












































	
	In this criterion the learner is required to describe the key features of how to put together a persuasive argument based on quantitative and qualitative evidence.

	
	1.3 Explain the importance of addressing the brief in tender documentation
	Although there is no standard length to a sales proposal, it is important to know the protocol for writing and submitting the proposal.

The brief in the tender documentation, or a request for proposal (RFP), will set out the guidelines for desired length and content.

Guidelines, however provided, must be followed exactly as they are provided for a specific purpose, such as to allow effective comparison of submitted sales proposals to be made.


	
	
	In this criterion the learner is required to explain the importance of addressing the brief in tender documentation.

	
	1.4 Explain the importance of using the “house style” in proposals 

	Although each sales proposal is to some extent unique, creating a standard style sheet or ‘benchmark’ for proposals provides a consistency in layout and appearance and ‘standard content’ that can make developing sales proposals easier and quicker and ensure that all proposals are customer-focused.  


	
	
	In this criterion the learner is required to explain the importance of using the “house style” in proposals.

	
	1.5 Explain the legal and ethical issues relating to sales proposals



	Sales proposals, and the sales proposals process, must comply with relevant legislation, such as compliance with any relevant codes of practice and data protection issues and the requirement to provide an accurate description of the goods and services being offered.

Organisations also need to be fully aware of the increasing importance of ethical values in business today, and consistently behaving and operating in a fair and honest way with a good reputation adds value to sales proposals and customers.  


	
	
	In this criterion the learner is required to explain two legal issues and two ethical issues relating to sales proposals.

	
	1.6 Explain the client’s procedures for submitting sales proposals
	In addition to setting out set the guidelines for desired length and content, the brief in the tender documentation, or the request for proposal (RFP), will generally set out the client’s procedures for submitting sales proposals.

The proposal may make more impact if it is delivered personally or by courier.

Unless the client’s procedures expressly rule it out, it is generally good practice to allow time for the client to read the proposal and then follow-up delivery of the proposal with a phone call or visit to clarify any aspects of the proposal.



	
	
	In this criterion the learner is required to explain the client’s procedures for submitting sales proposals.

	2. Be able to develop sales proposals























































	2.1 Ensure the prospect’s or customer’s requirements are addressed in the proposal
	The importance of addressing the prospect’s or customer’s requirements in the proposal are addressed in AC 1.1, AC 1.2 and AC 1.3.


	
	
	In this criterion the learner is required to provide evidence that he or she ensured the prospect’s or customer’s requirements are addressed in the proposal.

	
	2.2 Ensure that all identified issues requiring clarification are resolved before the proposal is finalised

	Before submitting the final version of the proposal, a draft version should always be examined to ensure there are no ambiguities present and that the proposal is accurate and clearly presented in sufficient detail.


	
	
	In this criterion the learner is required to provide evidence that he or she has ensured that all identified issues requiring clarification are resolved before the proposal is finalised.

	
	2.3  Identify the conditions and constraints which need to be included within the proposal in order to protect the organisation’s interests
	‘Conditions and constraints’ refer to any actual or unforeseen factors or events that will impact upon delivery of the product or service as detailed in the sales proposal.

Examples include licensing rights and upgrade or modification costs, and failure to include relevant conditions or constraints in the sales proposal could well lead to a demand at a later date for the renegotiation of any agreement.


	
	
	In this criterion the learner is required to provide evidence that he or she has identified the conditions and constraints which need to be included within the proposal in order to protect the organisation’s interests

	
	2.4 Present the proposal in “house style”


	The importance of using the “house style” in proposals is addressed in AC 1.4. 


	
	
	In this criterion the learner is required to provide evidence that he or she has presented the proposal in “house style”.

	
	2.5 Ensure that the proposal is based on market factors



	Although technical information is important, buyers make decisions on business information rather than technical information, so the sales proposal needs to highlight both financial and non-financial benefits, including how the product or service will make or save money.


	
	
	In this criterion the learner is required to provide evidence that he or she has ensured that the proposal is based on market factors.

	
	2.6 Provide the required level of detail as briefed by the prospect or customer


	The importance of addressing the brief in tender documentation is addressed in AC 1.3, and the brief or RFP will normally set out the required level of detail.


	
	
	In this criterion the learner is required to provide evidence that he or she has provided the required level of detail as briefed by the prospect or customer.

	
	2.7 Ensure that the price reflects the value within the proposal


	The value to the prospect or customer should include financial benefits and non-financial benefits, and both these benefits should be reflected in the price.
 

	
	
	In this criterion the learner is required to provide evidence that he or she has ensured that the price reflects the value within the proposal.

	
	2.8 Gain internal approval before submission



	Internal approval before submission will generally be required, since a sales proposal is a key customer communication that represents the organisation’s quality standards to the business community as a whole, as well as to prospective and current customers.
 

	
	
	In this criterion the learner is required to provide evidence that he or she has gained internal approval before submission.


	
	2.9 Supply the proposal within the agreed timescale



	The importance of addressing the brief in tender documentation is addressed in AC 1.3, and the brief or RFP will normally set out the required or agreed timescale.
 

	
	
	In this criterion the learner is required to provide evidence that he or she has supplied the proposal within the agreed timescale.

	3. Be able to evaluate the proposal











	3.1 Obtain feedback from colleagues and the customer on the proposal

	Effective sales proposals are not easy to write, and it is sensible to involve colleagues, perhaps even colleagues from other areas of the organisation, to provide feedback as ‘critical friends’ as part of a continuous improvement process.

And, of course, feedback from a customer as to why a proposal was accepted or rejected is particularly valuable.


	
	
	In this criterion the learner is required to provide evidence that he or she has obtained feedback from two or more colleagues and the customer on the proposal.

	
	3.2 Evaluate the outcome of the proposal and recommend improvements for the future

	Having obtained feedback from colleagues and the customer on the outcome of the proposal, the feedback (along with any other relevant information) should be evaluated in order to recommend improvements for the future.


	
	
	In this criterion the learner is required to provide evidence that he or she has evaluated the outcome of the proposal and recommended improvements for the future.
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