
5 Making deals 
.5 Writing A proposal 

Discussion 
D Discuss your views on mailshots and spam M l .. . ar <your posttJOn on the scale. 

They make good business sense. 

Scan reading 
~ Read the proposal below and answer the questions. 

What servic_e does the proposal offer? 
2 What beneftts does it offer? 
3 How much does the service cost? 
4 Why should the customer choos~ this provider? 

.,. They're a waste of money. 

Dear Mr Bellows, Thank you for taking the time to talk to me by customer, you alone would d . 
telephone today. As agreed, please find below a refund your customer' ecide whether to 
proposal for our PZpay merchant account, which amongst the lowest on stfayment. Our charges are 
I believe will resolve all your online payment your business will b e market, meaning that 
problems. one. e more profitable from day 

Your website currently generates five to ten We provide eve thi 
orders per day. You expect this to increase steadily PZpay on your bry. ng you need to set up we Site within 4 
with the introduction of a new range of products. you ~owever encounter an . ~ ho:Us. Should 
You are looking for a flexible, inexpensive and helpline is available 24 h Y difficulties, our 
transparent payment system which will allow you week to assist you. ours a day, seven days a 

to deal directly with your customers and control With more than 1 BOO . . 
your cash flow. countries, PZpay is th f satisfied members in 26 

W d th Pz P ll b 
· ac e astest-growin 

e recommen e pay ro sma usmess count provider on the Web I . g merchant 
merchant account, which can process up to 75 put you in touch with th · will be happy to 
orders per day. I£ your sales volume were to region. 

0 

er PZpay users in your 

expand more quickly than anticipated, you would . ~e monthly fee for PZ . . 
be able to upgrade to PZpay Corporate with no ~mimum transactio f pay Pro IS JUSt $12, with 
additional set-up fee . find full details of n ees of only $10. You will 

will 

. d f tt h our terms and di . 
PZpay Pro · gain prestige an respect or a ac ed quotation. con tions in the 

your e-business, since customers will make their We look forward to h . 
credit card payments directly on your website. apply, simply fill out the a;ng. yo~ as a member: to 
PZpay is totally transparent, giving you total http://pzpay.com If h pplication form at 
control of your sales, cash-flow and administration please feel free t; caho;e. ave further questions, 

fees. In the unlikely event of a dispute with a 
_,__,..... ............ _.._ ....... _...,.....,_ ...... -----------.,..,..-.( Sincerely yours, 
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lnter.net h researc 
Search for the keywords 
how to write direct mail 
to find out more about 
writing to sell. 

5.5 Writing • 

Analysis 
0 Read the proposal again and number these sections in the order they appear in the proposal. 

0 Solution: State the options you recommend, and any contingency plans. 
0 Benefits: Sell your solution by pointing out its advantages for the customer. 
0 Introduction: Refer to previous contact with your customer, state the purpose 

and contents of the document and summarize the objective of the 
proposal. 

0 Conclusion: Encourage the customer to take the next step. 
0 Qualifications and 

references: Justify your ability to do the job. 
Explain procedures, lead time and after-sales service. 0 Process and schedule: 

0 Needs I background: 
0 Costs: 

Review the reasons for the proposal and the customer's needs. 
Give a breakdown of the investment, or refer to a separate 
quotation. 

Writing 
D Your small business designs and builds multimedia websites. In small groups, supply suitable 
endings I beginnings for these options and contingencies. 

1 If you would like to see similar projects we have managed, ______ _ 
2 In the unlikely event that you were less than 100% satisfied with the result, _ _ ___ _ _ 
3 Should you require on-site support, ______ _ 
4 , I would be delighted to organize a demonstration on your premises. 
5 , we would provide a replacement while your server was repaired. 
6 , our engineers can perform an upgrade on-site. 
7 , we require a deposit of 25 %. 

D Read the notes from a sales meeting with a prospect, and write a proposal to supply a new 
website. Invent any details as necessary. 
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Prospe.c..t 
lv\s N~st-1.-Wi.Hi~~s 

C.oV~t-pCA. -11 (j 
'Poste..r P~ssio11' - tt.~.e..7t se..fl poste..rs o.f pop st~rs, roc.)( b~11os1 sports, e..tc.. b~ ~~if. 
oroe..r Mto vi~ tt.~.e.. I11te..r11e..t. C.1Asto~rs ~re. ~sH~ te..e..11~0e..rs . 

Ne.e.ds 
C.1Arre.11t we..bsite.. w~S oe..si011e..0 b~ ~ .frie..110 ..flve.. ~e..~rs ~Oo- ve..r:~r shtic. ~110 bori110. 
No ~e..~11t, 110 so1A11o. B~siM£.1.7tJ1Ast ~ c.~t~£.o01Ae.. ~116 price.. £.ist. 
S~ie..s ~re. oroppi110 - c.o~pe..titors k~ve.. ~ore.. i11te..mc.tive.. site..s. W~11ts so~tki110 ~e.. 
e..xc.iti110 witt.~. ~1Asic., 01Aioe..o to1Ar1 e..tc.. Pe..rk~ps 0~~s to ~Hmc.t visitors? 
&ive.. oe..t~iis o.f kow we.. wor)(1 re..fe..re.11c.e..s1 pric.e..s1 e..tc.. 

Ve..~ C.011Ur11e..O ~bo1At ~-tte..r-s~ie..s - e..xp~i11 kow we.. S1Apport tt.~.e..~ i.f ~11~tki11a ooe..s 
wro110. 
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