THE AJJ TOOLBOX
Proposal and Quote Pack
Proposal template builder, scope language, and change order template
This pack gives you three tools: a prompt to build your master proposal template (once), scope of work language to protect you from disputes, and a change order template to document anything outside the original scope.
Disclaimer: AI-generated proposals, quotes, and agreements are starting points, not legal documents. For any agreement involving significant money, ongoing relationships, intellectual property, or legal liability, have a qualified attorney review the document before you use it.

SECTION 1: PROPOSAL TEMPLATE BUILDER

Run the prompt below once. Review the output, adjust the language to sound like you, and save it as your master template. Every future proposal starts from this template. Fill in the client-specific details using the customization prompt.

Step 1: Build Your Master Template
TIP: Be specific about your business type and tone. The more context you give, the more useful the template will be.
You are an expert business proposal writer. I run a [describe your business: type, typical clients, what you deliver]. Help me build a professional proposal template I can customize per client. Include sections for: (1) executive summary, (2) our approach, (3) scope of work, (4) investment, (5) credentials, and (6) next steps. Use clear, confident language. Avoid corporate filler. The tone should be [professional and direct / warm and collaborative / concise and expert]. Leave fill-in brackets where client-specific details will go.
Step 2: Customize for a Specific Client
Run this each time you have a new proposal to write. Paste your master template into the brackets.
Using this proposal template: [paste your master template], customize it for the following opportunity. Client name: [name]. Their situation as I understand it: [describe in 2 to 3 sentences]. My proposed solution: [describe]. My price: [amount and structure]. Deadline or timeline: [if applicable]. Keep my tone and structure. Make every section specific to this client, not generic.
Step 3: Devil's Advocate Review
Run this before sending any proposal. Fix the gaps before a real prospect finds them.
Read this proposal as a skeptical buyer who is comparing three vendors. What questions does it leave unanswered? What objections does it fail to address? What sections are vague, generic, or could belong to any business in this industry? Here is the proposal: [paste]
Fill In Before Building Your Template
Type of business:



Typical clients (who hires you):



What you deliver (services or products):



Your tone (professional and direct / warm / concise):



Any sections specific to your industry:




SECTION 2: SCOPE OF WORK LANGUAGE PACK

The scope of work section is the most valuable part of any quote. It defines exactly what is and is not included, and what will trigger an additional charge. AI generates this language in under two minutes. Use it in every quote you send.

Generate Scope Language for Any Project
You are a business consultant who writes clear, plain-English project scopes. Write scope of work language for a [type of project] at a [business type]. Clearly list: (1) what is included, (2) what is NOT included, (3) what will trigger an additional charge. Keep it clear and plain English, not legal jargon. Be specific enough that a client reading this would have no doubt about what they are and are not getting.
Add Scope Language to an Existing Quote
Use this when you already have a quote drafted and need to add protective scope language.
Here is my existing quote: [paste]. Add a clear scope of work section that lists what is included, what is not included, and what would constitute a change order requiring additional payment. Keep it professional and plain English. Do not change the rest of the quote.
Identify Gaps in Existing Scope Language
Use this after any project where scope crept beyond the original agreement.
Here is the scope language from a recent project: [paste]. Here is what actually happened: [describe how scope expanded]. What gaps in the original scope language allowed this to happen? What specific language should I add to prevent it next time?

SECTION 3: CHANGE ORDER TEMPLATE

Every time a client requests something outside the original scope, confirm it in writing before you do the work. This takes two minutes and prevents most project disputes.

Generate a Change Order
You are a professional business writer. Write a change order for a [project type]. The original scope was: [brief description]. The client has requested: [describe the new item or change]. The additional cost is: [amount]. The revised timeline is: [new completion date or added time]. Keep it brief and professional. Format it as a standalone document the client can confirm by reply email.
Ready-to-Use Change Order Template
Fill in the brackets and send. Get a written reply before doing the work.
CHANGE ORDER
Project: [Project name or description]
Client: [Client name]
Date: [Date]
Original scope: [Brief description of original agreement]
Requested change: [Describe what the client has asked for]
Additional cost: $[amount]
Revised completion date: [New date or added time]
To approve this change order, please reply to this email with 'Approved' or sign below. Work on this item will begin upon receipt of approval.

Client signature: ___________________________  Date: ____________

NOTE: These tools companion Chapter 14 of AI Jiu-Jitsu: Run Circles Around the Big Guys. For more prompts and tools organized by chapter, visit AJJtoolbox.com.
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