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Winning Proposal Formula 
 
Creating a winning proposal is all about standing out to the client and adding value 
before you have ever spoken to them. It is your chance to create an impactful first 
impression. 
 
It is vital to be unique and invest the proper time crafting your proposals so you have the 
best chance of success. 
 
Also, be sure to remember that finding the right jobs to apply to is just as important as 
the proposal you send out. 
 
Proposal Format 
 

● Proposal Settings: This is where you choose what profile you want to use for 
your proposal. You can either use your general profile or one of your specialized 
profiles. 
 

● Job Details: This is the actual job post and description. It contains the 
description of what the client is looking for, when the job was posted, the time-
frame of the job, as well as the type of freelancer needed (skills, experience 
level, etc). 
 

● Terms: The terms section is where you place the bid for the job. If it is an hourly 
position (which is determined by the client) then you choose an hourly rate. 
 
If it is a fixed-price job, then you select the fixed rate along with any milestones 
you would like to include. A milestone is where you break the projects into 
different phases and the money gets held in an Upwork protected escrow 
account. 
 

● Additional Details: The additional details section is where you actually write 
your proposal and it consists of your cover letter, along with any questions the 
client includes for you to answer. 
 
Some clients will just not ask any additional questions which you would then only 
include your cover letter. 
 
Last but certainly not least, you are able to include up to 10 attachment files to 
supplement your proposal. 
 
 
*Do not attach your resume here or your cover letter as your entire Upwork 
profile is automatically forwarded to the client when you send your proposal. 

 
The Cover Letter 
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Your cover letter is the bulk of your proposal and what the client see’s first when sorting 
through the applicants for their job posting. 
 
It is important to thoroughly read the job post because oftentimes clients will sneak 
certain words they want you to use in the proposal. 
 
When they do this, make sure to include the word in caps as the first word on your 
cover letter to let them know you read the post fully. 
 
A lot of people copy and paste their resume/cover letters. DON’T DO THIS! To stand 
out from the competition and create winning proposals that land clients, every proposal 
you send needs to be 100% unique. 
 
This is how a profitable cover letter is structured: 
 

● Attention Snagging Opener (AKA a pattern interrupt) 
 

● Start Delivering The Work (The most impactful part) 
 

● Include Relevant Experience or Testimonials (If none, include 3rd party 
data) 

 
● Summarize Your Overall Approach To The Job (A brief overview builds 

credibility) 
 

● End With A Clear Call To Action & Build Urgency (Ask to speak today) 
 
 
Client Questions 
 
When clients include questions to be answered with the proposal, be sure to spend time 
answering them to the best of your ability. 
 
You should write at least a paragraph for each question asked because it shows that 
you took the time to fully answer all of their questions. There is a reason they included 
them and this is a huge way to separate yourself from the competition because most 
people are lazy and will answer in 1 word or 1 sentence. 
 
If there is not enough information provided to accurately answer, then follow up by 
providing what additional information you need from them in order to answer. 
 
Proposal Attachments 
 
Always always always include attachments with every single proposal you send. Once 
again, our goal is to stand out from the competition and build as much trust and 
credibility as possible with each proposal sent. 
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If you do not send attachments with your proposals there is no excuse for not hearing 
back from clients. Take this part seriously and clients will start taking you seriously. 
 
There are many different types of attachments you can include. Even if you include a 
link to a case study in your cover letter, it doesn’t hurt to include it in the attachments as 
well. 
 
Here are some attachments I suggest including on proposals: 
 

● Personalized Selfie Video Describing How You Can Help The Client 
 

● Screen Recording Of Your Computer Showing How You Can Help 
 

● Case Studies That Are Relevant To The Job Posting 
 

● Reports Of Past Clients You Helped In The Same Industry 
 

● Screenshot Of Your Upwork Reviews 
 
Key Success Factors: 
 
In addition to creating a winning proposal using the formula provided, it’s also crucial 
that you follow these key success factors so you can have success. 
 

● Price yourself competitively. Aim for bidding just under the top bids. 
 

● Only apply to jobs quickly. Once a job has 20-50 proposals it’s likely too late. 
 

● Say that you want to build long term relationships in your proposals. 
 

● Never Copy & Paste proposals if you want to have success. 
 

● Quality vs. Quantity. 3 great proposals are more valuable than 20 rushed ones. 
 

How it Looks From The Client’s Perspective 
 
Here is a behind the scenes view of what proposals look like from the clients 
perspective on Upwork. 
 
As you can see, your photo, title, name, bid, location, amount earned, and beginning of 
your cover letter are shown. 
 
When sending proposals out, that is why the first sentence of your Cover Letter needs 
to be as attention grabbing as possible. 
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What a Winning Proposal Looks Like 
 
Below is an example of what a good proposal should look like. As you can see, you 
need to spend the time to create meaningful proposals that generate interest with the 
client. 
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What a Winning Response To An Invitation Looks Like 
 
Once you have built a rockstar Upwork profile, clients will want to work with you. 
 
When a client sends you an invitation to a job, it doesn’t require any ‘connects’ to apply 
and you have a much higher likelihood of closing the deal because they already 
expressed interest in you. 



 

© Paul Mendes, zerotomastery.io 

*Illustration by Stories by Freekpik 


