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Opportunity Response Outline
Use this template to structure your response to an RFP, grant, or opportunity. Replace all bracketed placeholders with your specific details.

1. Executive Summary
Write a compelling 200-400 word summary that hooks the reader.
[Company name and brief introduction]
[Your understanding of the client's challenge or need]
[Your proposed solution in 2-3 sentences]
[3 key differentiators or strengths]
[Confident closing statement]
2. Company Overview & Qualifications
Establish your credibility and relevance.
[Company name, founding year, location]
[Core services relevant to this opportunity]
[Team size and key expertise areas]
[Relevant certifications and industry designations]
[Relevant certifications and designations]
3. Understanding of Requirements
Show that you have read and understood the opportunity.
[Restate the key requirements in your own words]
[Note any clarifications or assumptions]
[Explain how your approach addresses each major requirement]
4. Proposed Methodology / Approach
Outline your phased approach with clear deliverables.
[Phase 1: Discovery and planning (activities, deliverables, timeline)]
[Phase 2: Development or execution (activities, deliverables, timeline)]
[Phase 3: Testing and quality assurance (activities, deliverables, timeline)]
[Phase 4: Delivery and handoff (activities, deliverables, timeline)]
[Quality assurance checkpoints and communication plan]
5. Team & Key Personnel
Introduce the team members who will deliver the work.
[Project lead: name, title, relevant experience]
[Key team member 1: name, title, relevant experience]
[Key team member 2: name, title, relevant experience]
[Subcontractors or advisors, if applicable]
6. Past Performance / Case Studies
Provide 2-3 relevant project examples using Challenge, Solution, Result format.
[Project 1: Client, challenge, your solution, measurable results]
[Project 2: Client, challenge, your solution, measurable results]
[Project 3: Client, challenge, your solution, measurable results]
7. Timeline & Milestones
Present a realistic project schedule.
[Project start date]
[Key milestones with dates]
[Project end date]
[Dependencies or assumptions that affect the timeline]
8. Pricing Rationale
Frame pricing in terms of value, not just cost.
[Total proposed cost]
[Cost breakdown by phase or deliverable]
[What is included in each line item]
[Value statement: why this investment is worthwhile]
9. Risk Mitigation
Show that you have thought about what could go wrong.
[Risk 1: description, likelihood, mitigation strategy]
[Risk 2: description, likelihood, mitigation strategy]
[Risk 3: description, likelihood, mitigation strategy]
10. Unique Value Proposition
Articulate what sets your business apart from competitors.
[Industry expertise and client relationships]
[Local economic impact (employment, procurement, partnerships)]
[Social impact and community benefit]

This template was created by the AI Toolkit by OutputEase. Customize it for each opportunity you pursue.
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