Executive Summary Template (Client-Centric Version)
Use this template to craft a one-page executive summary aligned with the client’s goals and evaluation criteria.
	Section
	Instructions / Content

	RFP Name / Number
	[Insert official name and number of solicitation]

	Client Need Summary
	Briefly state your understanding of the client’s objectives, challenges, or mission based on the RFP. Use their language. (2–3 sentences)

	Your Solution
	Describe what you are proposing and how it addresses the client’s needs. Keep it outcome-focused and avoid technical jargon. (1 paragraph)

	Key Differentiators
	List 3–4 ways your business stands out (e.g., past performance, certifications, niche experience, pricing advantage). Use bullets.

	Proposed Outcomes
	Identify expected results or impact (cost savings, efficiencies, compliance improvements). Be specific and measurable where possible.

	Compliance Confirmation
	Confirm you meet all mandatory requirements in the RFP (e.g., registrations, certifications, insurance).

	Primary Contact
	Name: [Your Name] 
Title: [Your Title] 
Email: [Email Address] 
Phone: [Phone Number]



