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Hi, welcome to your brand proposal template. This template helps you not only set up the 

pricing and deliverables for a brand project, but also helps me set the client's expectations 

for what it's going to be like to work with me, and also what their role is in the project. So, 

let's take a look at what's in your template. When you purchased this template, you would 

have downloaded an introductory PDF. This PDF gives you an overview of all the templates 

available in your package. It includes your email templates, and it'll also include links to 

your template files. Depending on the template type, you'll have packaged InDesign and 

affinity files, or PDF. It also includes links to a Google document version of each of the 

templates. You can use this Google document to copy the content into your own file if you 

prefer. And you also have an Excel spreadsheet, which will help you really quickly and easily 

figure out your project timelines. For instructions on updating the InDesign and affinity 

publisher documents, I've included links to a video tutorial in your introductory PDF. If 

you'd like to use the interactive form elements of the PDFs, there is also a video showing 

you how to do that. 

 

So in this video, I just wanted to give you a quick overview of how to use the project 

schedule Excel sheet. When I first started writing proposals, I spend so much time figuring 

out the dates for my project. So I would sit there with a pen and a piece of paper and with a 

calendar by my side and try and figure out how many days I needed each step. And then 

how many days I did phase overall and what that would mean for the overall project 

timelines. And ultimately, I always made mistakes, because it was really fiddly process. And 

it was really time consuming to do. So I ended up creating this project schedule template 

document. So how it works is we have this proposal Date field at the top here, this is 

automatically set to today's date, you can update it, if you want to go, that's essentially the 

start date for your project timelines. And then we have this table down the bottom here, 

which is broken up into phases, and the tasks that make up each of those phases. And then 

we have a date for when that task will be complete. Now these dates are all automatically 

generated. And essentially what happens is for this first day, it takes the 22nd of April 2020 

To date, and then adds whatever number is in this column to it. So 22nd of April 22, and two 

plus five days and these are work days I should also add in so if you look at the formula I've 

gotten here is only using workdays and what days means Monday to Friday, and it is taking 
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the date that is in C two, and then adding a six to it. So if you didn't want to start a project 

for, say 30 days, and maybe that's not what you want, because my proposal approved 

before then, but you get the idea, it will push all those dates out. If you think you need 

longer than 10 working days for the contract design presentation, say you want to three 

weeks, you could put 15 days in there, and it will adjust it accordingly. So yes, just be aware 

that when you're calculating dates, a week is five days, not seven days, because it's only 

workdays and this doesn't take into account public holidays. Now if you want to add extra 

rows, you can simply highlight this row at the end, grab the little dots in the bottom right 

and then drag that down. And that will add extra days for you. It's gonna pull that across so 

we can see the text in those fields. You can also add additional rows in the middle, it's a 

little bit trickier you have to kind of insert one and then copy this one and then date that's 

immediately below it, you'll need to update the code in that field. So you'll see that still is 

taken from C 17 where you want it to take from CBT if you update that, it will adjust 

accordingly. That's pretty much it for updating the Excel sheet. But what I love about this is 

once you have finished creating all your dates for a phase, you can simply copy the date 

and the task and then if we go back to our proposal template and go back up to phase one, 

zoom in, you can simply paste them in and it's that simple. You don't have to mess around 

with figuring out dates and calendars and all that sort of stuff. It just all happens 

automatically. 

 

So one really cool thing about the proposal template is that have multiple text variables set 

up. So a text variable is essentially an item of text that you update once. And wherever that 

input variable that has been inserted throughout the document, it will update that 

automatically. So you've got three text variables in this document. So if I update this client 

name to say, university B, you'll see that that has updated throughout my document. So it's 

updated on the introductory page, it's updated in the footers. So it's just a really quick way 

to change all the client names throughout the documents, you don't need to go through 

and change them all individually. The second text variable is proposal name. So for this, let's 

just say branding proposal. And you'll see that that has also updated in the footer as well. 

And then the very last text variable, if we go down to the terms and conditions is your 

business name. And so if my business name is slinky, you'll see that slinky did it should have 

been added in throughout. One thing to be aware of is text variables don't like breaking 

over line. So sometimes, depending on the length of your business name, you might get a 

bit of weird spacing. So when you first set up this template for your business, you just need 

to go through these terms and conditions. And you'll just need to manually adjust some of 

this spacing. So you'll see what happens when I put it all on the same line, it gets really, 

really condensed, so you just need to pull this off the turn where it makes sense for each of 

those lines. But as I said, you just need to do that once when you're initially setting up the 

template for your business. And you should be fine. Just to let you know, there are two 

things you'll manually need to update for your business in the terms and conditions. One is 
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your business name slash details and these square brackets here. And then there is 

another reference to you as an individual designer in 5.4. So you just need to update your 

designer name in square brackets to your personal name. But that's pretty much it. One 

thing that's really important to be aware of with text variables is they're set up using 

character styles. So if I go up to the top and highlight the university B, which was our client 

name, it's attributed the client name, Character Style how text variables work is they take 

the most recent version of that character style and apply it to the following text variables. 

So for examples, you can see on this hello page, it's taken University B as the content to 

insert. But if I was to apply client name to this working with me, you'll see that where the 

text variable has been inserted throughout the document, it announces working with me. 

So just be really careful with those character styles. If you ever want to add another one of 

these text variables into your document, you simply need to put your cursor where you 

want to insert it and go type text variables, insert variable and select whichever one it is. So 

the three that I've set up a client name, proposal, project name, and design a business 

name. That's it. If you have any questions about text variables, send me an email at Hello at 

designer admin.com. And I'll do my best to help you out. 

 

So now I'm just going to run you through the brand proposal document and talk to you 

about how I use it in my business. So first off, we have the title page, you can obviously 

update the image and the branding to suit your own business. I always do these in the 

brand of my design business like he did it. client name and proposal name, as I explained 

earlier in the video about set up as text variables. So if you update them there, they will 

update throughout the document moving on to the introductory page. So this is a really 

nice place to spruik yourself. So it includes an introduction to the document. But it also 

gives you the opportunity to write a really short paragraph about your specialty, who you 

work with and your point of difference. So a nice way to tell the client why you're a good fit 

for them. Moving along, the next page is working for me. So these are the guidelines I set 

for working with my clients. So adjust these and put in what suits you and your business. I 

find being really upfront about these really sets the tone for my relationship with my clients 

and the way we work together. The next section is what you're getting. So this is essentially 

the deliverables for the project and really outlines clearly what the client will get on your 

project. I like to put this up front as it's really easy for them and for you to refer to. I used to 

split it out phase by phase, but I find it's much easier if it's all in one spot. Are, it's really clear 

to both of us what the overall expectations for the project are. This is essentially a copy and 

paste of my premium brand pack from my price list. A few things to note is I actually 

include three collateral items in my premium brand package. But I also offer an incentive 

for clients to purchase additional items with their package. So they get a whopping 25% of 

anything else that they purchased with this package and 10% off anything else they 

purchased in the first 12 months of us working together. Under this, really try and submit 

my relationship with a new client and ensure that we've got an ongoing relationship as 
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well. And I do find a lot of clients will take me up both on the 25% offer, and also on a 10% 

offer. It's totally up to you whether or not those incentives will work for your business. But I 

just wanted to explain why they are there and how they work in my process. So the next 

few pages outlines my process. And what I do in each phase, what the client needs to do 

and the timelines for them as well. Obviously go through and adjust these to do what suits 

for your projects. And make sure you also watch the using the project schedule, Excel 

spreadsheet part of this video to learn how to quickly generate your project timelines. So I 

have four main paid phases on my brand design projects. And then I also have this 

additional stage at the end for collateral design, which outlines any additional items that 

our client has purchased for the project. So make sure you're really clear about when the 

client needs to deliver content for these collateral items. And when you'll be producing this 

work, particularly if there's a lot of it, I've definitely had brand projects before where there 

has been a huge amount of extra collateral that has to also be developed, but is a project in 

and of itself. So just be really clear about those deliverables and when you're going to do 

them. So you also noticed I put a few quote pages in the document. And this is just a really 

nice way to kind of visually break up quite a text heavy document, I usually update the 

image at the top with an irrelevant project that I've done. And if I've got a quote from that 

client, I'll include it down the bottom, it's just a really nice way to reinforce your experience 

and the fact you've got happy clients that have been through this project process with you 

in the past. So next up, we've got the fee section, this section is fairly self explanatory, 

includes a row for the brand cost, and then rows for each individual item that you might be 

adding. If you're giving the client a discount, it's really nice to show them how much money 

they're saving. Similarly, if you're providing any additional not for profit or matrix discount, 

show the client that you're doing them a solid and giving them a discount. You don't want 

to give people a discount without them knowing what the full worth of their product is. 

 

And then underneath this, we have the acceptance form. This is set up as an interactive 

PDF. So if you watch the video, which will be linked to in your introductory PDF document, 

you can see how to export this from InDesign as an interactive PDF, which the client can 

then fill out, save and send straight back to you. And then the last section of this document 

is the terms and conditions. Now it's really important to note that these aren't legal terms 

and conditions. They written by me and they were developed over years working in the 

business. I've since worked with a lawyer to develop legal terms and conditions. I was in 

business eight years before I did that. And these are just the ones I've developed over this 

time. So it's important to note I am not a lawyer and these are not legal terms and 

conditions. But they do take you a long way to help setting the expectations for your 

project and keeping clients in line. So that's pretty much it for your proposal template. 

Please let me know how you go with it. I'd love to hear any feedback or any questions you 

have and how you've gone implementing it in your business. Okay, bye	


