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Getting your Proposal Approved
1. Meet your boss’s needs.
a. Increase enrollment and revenue
b. Get key indicator data and reports in real-time
c. Increase the efficiency of processes and personnel to yield higher net revenues
2. Pick your battles. Don’t swing unless you’re sure you can hit the ball.
3. Do your homework. Think your proposal through thoroughly using the Recommendation Brief.
a. Recommendation. Start with the conclusion. State precisely what you are recommending in two sentences at the most. Don’t include more than one recommendation per form. Keep it simple.
b. Background. Only provide the background necessary to give context for your recommendation and for him to make an intelligent decision. Be brief – paragraph should be sufficient. Stay focused and keep moving.
c. Rationale. List all the reasons why your boss should accept your recommendation and approve your proposal. Shoot for five to seven reasons. In addition, articulate the consequences of not approving it. Start with your most important reason and then work down the list.
d. Timetable. Indicate when you will implement the proposal if approved. If the rollout will be “staged” (i.e., done in segments), briefly outline the key milestones.
e. Financial Impact. State this negatively (i.e., the cost or investment) and positively (i.e., additional sales, return on investment, etc.). Make it clear, and shoot straight. Don’t downplay the cost or hype the benefits. You want to develop a reputation of being conservative, but not overly so. Always under-promise and over-deliver.
f. Note: The entire RBF should be no more than two pages long. Shorter is better. I have seen very effective RBFs that are only a page long. If you have more information, bring it along as backup to answer specific questions.
4. Bulletproof your proposal. Think of every question your boss could possibly ask. Use who, what, why, when, where, and how. Make sure each key question is answered in your RBF. List every objection to your recommendation you can think of. Write out talking points for overcoming each objection, then take this to the meeting with you for reference.
5. Make the pitch.
a. Give your boss the RBF and walk him through it.
b. Maintain eye contact.
c. Stay alert to the signals. 
i. Is he bored? – pick up the pace. 
ii. Is he distracted? Let him refocus or reschedule.
d. Restate your recommendation – then stop talking.
e. Once you get approval – shut up.
6. Accept responsibility for the outcome. If your boss says “no,” determine – What went wrong? What could have been stronger? Where were you unprepared? How can you do this better next time? 
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