
[Your Name]  

[Your Position]  

[Your Company Name]  

[Your Company Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Recipient Company Name]  

[Recipient Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Executive Summary of Business Plan  

I am pleased to present an executive summary of our business plan for 

[Your Company Name]. Our objective is to [briefly state the purpose and 

goals of your business].  

1. **Company Overview:**  

 [Provide a brief description of your company, its mission, and vision.]  

2. **Market Analysis:**  

 [Summarize the market research findings, target audience, and industry 

trends.]  

3. **Products/Services:**  

 [Outline the products or services your company will offer and their 

unique selling points.]  

4. **Marketing Strategy:**  

 [Describe the marketing approach you will use to reach your audience.]  

5. **Financial Projections:**  

 [Include key financial projections and funding needs.]  

6. **Management Team:**  

 [Introduce key members of your management team and their 

qualifications.]  

We believe that [Your Company Name] has the potential to [state the 

expected impact or contribution]. We appreciate your consideration and 

look forward to your feedback.  

Sincerely,  

[Your Name]  

[Your Position]  

[Your Company Name] 


