
[Your Name]  

[Your Position]  

[Your Company Name]  

[Your Company Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Position]  

[Recipient Company Name]  

[Recipient Company Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

I hope this message finds you well.  

I am writing to formally request a business proposal from [Recipient 

Company Name] regarding [specific services/products you are interested 

in]. We believe that your expertise in [specific area] aligns well with 

our current needs and objectives.  

We are particularly interested in understanding how your solutions can 

help us achieve [specific goals or outcomes]. Please include details on 

pricing, timelines, and any relevant case studies or references.  

We appreciate your prompt attention to this matter and look forward to 

your proposal.  

Thank you for considering this opportunity.  

Best regards,  

[Your Name]  

[Your Position]  

[Your Company Name] 


