











identified and adapted/removed

Experimentation with different layout and options for
presentation are appropriate to the nature and purpose

of the task

Basic Proposal Writing

DURATION COST

Inappropriate or potentially offensive language is

TARGET AUDIENCE:

PRE-REQUISITE:

DURATION COST

The Request for Proposal
Ask questions
How to write an executive summary
Introduce the problem or business need
Define any key terms
Offer a roadmap for the proposal
Propose a detailed solution
Explain the benefits of your solution
Lay out your task schedule
Include your budget
Identify your relevant experience
Insert references
Describe who you will bring onto the project
Team involvement
Proposal format and layout
The use of interesting quotes
Use relevant information
Terms and conditions
The conclusion
Revise your business proposal
Submission timelines
Follow up communication

People who need to write a basic proposal
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How to write a winning Tender

TARGET AUDIENCE: Any person involved in writing or submitting tenders

PRE-REQUISITE: Basic computer literacy in MS Office
DURATION COST
- Stepsin the tender process: 2 days R3800-00

Do Your Research

Register your interest

Attend tender information sessions
Review recent awarded contracts
Address concerns and complaints
Develop your tender response strategy

- Writing a Project plan

- Selecting a project team

- Document submission tracking

- Communication strategies

Write a compelling bid

- Compliance Matrix

- Files naming and layout

- Document Formats and Layouts

- Document numbering and cross references
- Documents to repeat where and when
Check and submit your bid

Present your bid

How to turn your product or service into a selling item

TARGET AUDIENCE: People who want to sell their new products in the market

PRE-REQUISITE: Basic computer literacy in MS Office
DURATION COST
- How to define a product or service line 1day R2650-00

- Idea evaluation
How to identify your target audience
- Strategic analysis
Fits into business strategy plans
Demand analysis
Competitor analysis
- Market segmentation

Market testing and modification 7 CONTINUE
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DURATION COST

- Costing your product
- How to write a product or service capability statement
- Introducing your product to the market
Face to Face selling
Electronic mail campaigns
Types of messages
Launch
- Document succession plans
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