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TASK 
As a group, you will produce a 1-2 page sales proposal for the company you have chosen. 

LEARNING OBJECTIVES 
You will learn to write a persuasive document that seeks to define problems or opportunities and to sell 
the client your ability to provide solutions and strategies. 

 

PROCESS 
1. Choose a major company (except for Wal-Mart), or a company that is large enough for you to 

provide consultation to for as a team. Make sure that there is no “conflict of interest.” 
2. Conduct a quick Internet search to identify major sites of customer complaints for this 

company. 
3. Review the assignment description below and gather relevant information on the potential 

benefits you are offering to the company and qualifications of your team members. 
4. Write the proposal. 
5. Create a visually appealing letterhead bearing your consulting firm’s name, logo and contact 

information (i.e., address, phone number, e-mail, and website) following the C.R.A.P. 
principles. 

6. Submit the file as “yourconsultingfirmname_proposal.pdf” (this should be the name of your 
consulting firm, not the company you have chosen to provide consultation for) to Moodle. 

 

PROJECT DESCRIPTION 
For this part of the project, you will write a proposal in response to a Request for Proposal (RFP) 
issued by the major corporation you have chosen. The purpose of this RFP is to solicit proposals for 
qualified analysts who have the capacity to analyze customers’ complaints on review websites and 
provide useful recommendations (based on credible research) and solutions for the problems you have 
identified. At this stage, the scope of this project only includes gathering complaints, analyzing them, 
and providing recommendations. It is important to remember that you will not be implementing the 
changes you recommend to the company (e.g., conducting employee training). 
 
As a consulting firm, you should bear in mind that this is an open competition process where other 
consulting firms are bidding for this same contract. So your proposal must convince the readers that 
your services are more reliable, economical, efficient, and timely than those of another firm. 
 
The proposal should be directed to Ann Thomson, the Director of Consumer Insights and Analytics at 
the company you have chosen (the proposal will likely be read by others in the department as well). 
Conduct a quick Internet search to find the corporate or headquarter address of the company. 
 
Your proposal should be written in standard business letter format and have an organizational scheme 
that is well defined through headings. Follow the formatting and letter content guidelines on pp. 310-
315 of our textbook. The proposal should include the following elements: 
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Formatting: 

 Letterhead bearing your consulting company’s name, logo and contact information (i.e., 
address, phone number, e-mail, and website). You should design this letterhead following the 
C.R.A.P. principles that we have discussed in class; do not use a logo from the Internet. 

 Date, recipient’s address, salutation, complimentary closing, signature and title. 
 
Content: 

 Introduction: Tell the reader why you are writing (e.g., responding to the RFP that the company 
has issued) and what you propose to do for the company. Since this is a solicited proposal, the 
company has already identified the problem (i.e., customer dissatisfaction) and wants to know 
how you would address it. At this point of the project, the research has not begun, so you 
should not be offering recommendations for the company yet. 

 Descriptions of your research methods: Explain to the company the process/steps you will take 
to solve the problem. For example, how/where would you gather the complaints? Why did you 
choose those websites (e.g., what is their credibility or ethos)? What kind of complaints are you 
collecting (qualitative or quantitative data, or both?)? How would you analyze the complaints 
(e.g., reviewing, categorizing, identifying patterns)? What kind of tools will you use for analysis 
and graphics (e.g., Microsoft Excel)? What kind of recommendations would you provide based 
on your primary research findings (e.g., solid secondary research based on peer-reviewed 
article)? 

 Timetable/schedule: Provide specific dates indicating when the work will begin, how the work 
will be divided into phases or stages, and when you will be finished. Refer to the dates on the 
course schedule or Project 3: Group Research Project Overview and use the actual deadlines in 
the proposal.  

 Qualifications or expertise of your company/team: Assure the reader that you have the 
experience and skills needed to carry out the work plan. Include your company’s mission 
statement here to convince the reader that you are driven to provide quality work. Describe the 
personnel to be assigned to this project (e.g., their relevant educational and professional 
experience/background). You can draw from your actual professional or personal experience 
(e.g., “We have a combined experience of five years in providing excellent customer service…” 
or “We are highly trained in analytical skills to complete reviews of customer complaints…”). 

 Conclusion: Encourage the reader to approve your plan by re-emphasizing major benefits of 
your plan. Offer to answer any questions that the reader may have. Thank the reader for her 
consideration. 
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ASSESSMENT CRITERIA  
 Missing or 

not 
submitted 
(0.0) 

Does not 
meet 
requirements; 
below 
average (1.0-
1.9) 

Meets 
minimum 
requirements; 
patterns of 
error (2.0-
2.9) 

Generally 
strong; few 
errors (3.0-
3.5) 

Exceptionally 
strong; 
consistently 
correct (3.6-
4.0) 

The proposal is formatted properly as a letter, including a 11-12 
pt. font, 1” margins, single-spacing, headings, full-block (left 
aligned), sender’s letterhead, date, receiver’s address, salutation 
(followed by a colon), complimentary closing, sender’s 
signature, name and title. It is 1-2 pages in length. The proposal 
is labeled as “yourconsultingfirmname_proposal.pdf”. 

     

Introduction: Include a statement of purpose and what you 
propose to solve for the company. 

     

Descriptions of your research methods: Explain the 
methods you will use to solve the problem. 

     

Timetable/schedule: Explain specific dates indicating when 
the work will begin, how the work will be divided into phases or 
stages, when you will be finished. 

     

Qualifications of your company: Describe the skills and 
expertise that you have as a team to carry out the plan. 

     

Conclusion: Emphasize the advantages of your plan; offer to 
answer questions; thank the reader for her consideration. 

     

The letterhead is designed using effective design principles 
concerning proximity, alignment, repetition, and consistency. 

     

The proposal has been carefully proofread and edited using 
clear and concise language. You use correct grammar, 
punctuation, and spelling. 

     

 


