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Client: [Client’s Company Name]
Delivered on: [Date]
Prepared for: [Client’s Name and Title]
Prepared by: [Consultant’s Name]

Introduction

Dear [Client’s Name],

We formally recommend [Consulting Company] as your trusted partner in optimizing your HR strategies. With our extensive experience in [mention specific HR areas like talent acquisition, employee engagement, and performance management], we are confident in our ability to address your current HR challenges and drive significant improvements in your workforce productivity and overall organizational performance.

We have carefully reviewed your company profile and identified key areas where our expertise can provide substantial value, including [mention specific pain points identified from your research]. We are eager to discuss how our tailored solutions align with your strategic goals and contribute to a more engaged and high-performing workforce.
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[image: Pinch Zoom In with solid fill]HR Needs Assessment
Analyze current HR practices and identify gaps or areas for improvement.
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List your recommended solutions and include an explanation of each.
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Scope of Work
	Deliverables
	Timeline
	Milestones
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Explain your approach to the recommended solutions.
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	Name, Title
	Experience
	Qualifications

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	





Your Investment
[Consulting Company] offers services based on an hourly rate with a not-to-exceed (NTE) amount agreed on by both parties. The table below shows rate details.

	Name of Service and Description           
	Hourly Rate
	Hours
	Cost

	Description
	$0.00
	0
	$0.00

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Total
	
	
	$0.00




Agreement Terms
	Engagement
	Description

	Compensation and Payment
	

	Confidentiality
	

	Liability
	






	DISCLAIMER

Any articles, templates, or information provided by Smartsheet on the website are for reference only. While we strive to keep the information up to date and correct, we make no representations or warranties of any kind, express or implied, about the completeness, accuracy, reliability, suitability, or availability with respect to the website or the information, articles, templates, or related graphics contained on the website. Any reliance you place on such information is therefore strictly at your own risk.
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