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 Statement of Confidentiality and non-Disclosure

This document contains proprietary and confidential information.  All data submitted to  MACROBUTTON  DoFieldClick [Receiving Party]  is provided in reliance upon its consent not to use or disclose any information contained herein except in the context of its business dealings with  MACROBUTTON  DoFieldClick [Your Company Name].   

The recipient agrees not to disclose any information concerning this document to others except to the extent that such matters are generally known to, and are available for use by the public.  The recipient also agrees not to duplicate or distribute or permit others to duplicate or distribute any material contained herein without  MACROBUTTON  DoFieldClick [Your Company Name] ’s express written consent.

 MACROBUTTON  DoFieldClick [Your Company Name]  retains all title, ownership and intellectual property rights to the material and trademarks contained herein, including all supporting documentation, files, marketing material and multimedia.

BY ACCEPTANCE OF THIS DOCUMENT, THE RECIPIENT AGREES TO BE BOUND BY THE AFOREMENTIONED STATEMENT.

Executive Summary

This proposal is in response to a Request for Proposal received on  MACROBUTTON  DoFieldClick [Date] via [Insert how / where you received the info about the RFP].
 MACROBUTTON  DoFieldClick [Your Company Name]  is please to present  MACROBUTTON  DoFieldClick [Receiving Party Name]  with this proposal for the  MACROBUTTON  DoFieldClick [Specify]  project.  I understand the  MACROBUTTON  DoFieldClick [Describe Need] that  MACROBUTTON  DoFieldClick [Receiving Party Name]  is faced with and recognize the unique opportunity to  MACROBUTTON  DoFieldClick [Describe Opportunity to Fulfil Need] I believe that the Virtual Assistant market is in its growth stage and that we are uniquely positioned to successfully  MACROBUTTON  DoFieldClick [Specify] 
Having duly examined your requirements, I am confident that my proposed services will effectively address your needs.  My goal is to  MACROBUTTON  DoFieldClick [Briefly Describe Objective(s)] by  MACROBUTTON  DoFieldClick [Briefly Describe Strategy] and to complete this by  MACROBUTTON  DoFieldClick [Date]  for a total cost of  MACROBUTTON  DoFieldClick [Amount]   By availing itself or my services,  MACROBUTTON  DoFieldClick [Receiving Party]  will:

·  MACROBUTTON  DoFieldClick [List key benefits of retaining your services] 
My unique ability does include  MACROBUTTON  DoFieldClick [Describe Skills]  and my successful track record in  MACROBUTTON  DoFieldClick [Mention Relevant Experience]  makes me an enviable Virtual Assistant in the project.  I am looking forward to forming a mutually rewarding independent contractor relationship with  MACROBUTTON  DoFieldClick [Receiving Party Name] .
Introduction

Identification of Needs 

[Provide information about the Client]
 MACROBUTTON  DoFieldClick [Your Company Name] understands the requirements to be as such:

General Requirements

·  MACROBUTTON  DoFieldClick [List Requirements] 
Additional Requirements
 MACROBUTTON  DoFieldClick [Your Company Name]  has identified the following additional requirements that should be met in order to successfully complete this task:

·  MACROBUTTON  DoFieldClick "[List Additional Requirements or delete if there is no additional requirements]" 
Assumptions

The following assumptions were made when preparing this proposal:

·  MACROBUTTON  DoFieldClick [Assumption] 
Project Scope

This project will involve  MACROBUTTON  DoFieldClick [Describe how you see the project for example ongoing, once off etc] 
Contractor Company Background
Founded in  MACROBUTTON  DoFieldClick [Date] by  MACROBUTTON  DoFieldClick [Name]   MACROBUTTON  DoFieldClick [Your Seb Site Address]  offers  MACROBUTTON  DoFieldClick [Describe Services]  services.  My  MACROBUTTON  DoFieldClick [Service]  is known for  MACROBUTTON  DoFieldClick [Specify] .  I have been quite successful in  MACROBUTTON  DoFieldClick [Specify Relevant Accomplishments] .
 MACROBUTTON  DoFieldClick [Your Company]  currently serves over  MACROBUTTON  DoFieldClick [Number]  customers in  MACROBUTTON  DoFieldClick [Specify Region and or Market] 
SERVICES PROVIDED

·  MACROBUTTON  DoFieldClick [List Your Services] 
CERTIFICATIONS, ACCREDITATIONS and MEMBERSHIPS

·  MACROBUTTON  DoFieldClick [List whatever you have here] 
AWARDS

·  MACROBUTTON  DoFieldClick [List awards here] 
MISSION STATEMENT

 MACROBUTTON  DoFieldClick [Your Mission Statement] 
Proposed Services

Objectives
I have analyzed the present situation and believe the following objectives must be achieved:

·  MACROBUTTON  DoFieldClick [Short Description of Objectives] 
Services
 MACROBUTTON  DoFieldClick [Detailed description of your intended strategy and the services that will help achieve it] 
Benefits of Our Proposal Plan 

Why Choose [Your Company Name]
When comparing my capabilities and proposed services to that of competitors or employed staff, the benefits of choosing  MACROBUTTON  DoFieldClick [Your Company Name]  are:

·  MACROBUTTON  DoFieldClick [List the Benefits of using your services] eg improvement in business model, high ROI, monthly cost savings, short time completion, service reliability, lower implementation cost, Expertise and Stability, Technological Skills etc.
Customer Service
First class service:   MACROBUTTON  DoFieldClick [Short Explanation of Substantiating Evidence] 
24/7 Support

Success Stories
 MACROBUTTON  DoFieldClick [Your Company Name] has worked on similar projects in the past and has successfully  MACROBUTTON  DoFieldClick [Specify] .  Most notable relevant experienced include  MACROBUTTON  DoFieldClick [List Accomplishments]  and  MACROBUTTON  DoFieldClick [Specify Project or Task]  where we have  MACROBUTTON  DoFieldClick [List Accomplishments] .

Cost

Hourly Cost 
Based on my analysis of your needs and the nature of my proposed services, the total costs involved are estimated at:  MACROBUTTON  DoFieldClick [Amount] 
The cost breakdown is
Estimated hours:    MACROBUTTON  DoFieldClick [Number of Hours] 
Estimated duration:   MACROBUTTON  DoFieldClick [Number of Hours or Days or Months] 
Estimated hourly rate:   MACROBUTTON  DoFieldClick [Amount] 
Retainer Conditions

[Include any retainer conditions if relevant]
Payment Terms
All services and general costs (eg postage, copying, long distance phone calls etc) will be billed.  This proposal provides an estimate of total costs.  All amounts exceeding this quotation are subject to approval of  MACROBUTTON  DoFieldClick [Receiving Party Name] 
Payments shall be made  MACROBUTTON  DoFieldClick [Specify] An initial amount of  MACROBUTTON  DoFieldClick [Amount or Specify %]  is required to start the project.  All late payments are subject to a  MACROBUTTON  DoFieldClick [1.5% Monthly or Specify] charge or the maximum permitted by law.
Payment must be remitted by  MACROBUTTON  DoFieldClick [Cash, electronic bank transfer, certified cheque or specify]  and must be made payable to  MACROBUTTON  DoFieldClick [Your Bank Account Name] .

Conclusion

 MACROBUTTON  DoFieldClick [Your Company Name]  is confident that my proposed  MACROBUTTON  DoFieldClick [Specify]  strategy will  MACROBUTTON  DoFieldClick [Summarize benefits of your services] .  I sincerely hope that  MACROBUTTON  DoFieldClick [Receiving Party Name]  will consider me as a long term contractor and allow me to enter into a mutually beneficial Virtual Assistant relationship.  I am available to answer any questions you may have and look forward to discussing this opportunity further.

After reviewing this document, the following steps should be performed in order to come to a final   agreement:

· Submission of questions/suggestions

· Counter proposal or approval by  MACROBUTTON  DoFieldClick [Receiving Party Name] 
· Negotiation of fees, terms, clauses and conditions

We declare this offer to be binding and free of errors or omissions.  Due diligence has been performed in order to ensure compliance with your requirements and particular situation.  We agree to hold our proposal open for acceptance until  MACROBUTTON  DoFieldClick [Date] .

Thank you for your interest.

Sincerely

 MACROBUTTON  DoFieldClick [Tenderer Name] 
 MACROBUTTON  DoFieldClick [Title] 
 MACROBUTTON  DoFieldClick [Your Company Name] 
Acceptance of Proposal


Please indicate acceptance of this proposal and your authorization to begin work by signing below. Please note that this proposal expires on 07/02/2010.


______________________________________

Full name & Signature

______________________________________

Date

Thank you for your interest in [insert company name] and we look forward to working with you. 

Addendum

[Include all extra documents you would like here.]
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