
[Your Name]  

[Your Position]  

[Your Company]  

[Your Company Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Position]  

[Recipient Company]  

[Recipient Company Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Business Proposal for [Project/Partnership Name]  

I hope this letter finds you well. I am writing to present a proposal for 

[brief description of the project or partnership], which I believe aligns 

well with your company's goals and objectives.  

[Introduction: Briefly introduce your company and its strengths related 

to the proposal.]  

[Body: Provide details about the proposal, including objectives, 

benefits, and any relevant data or case studies that support your 

proposal.]  

[Conclusion: Summarize your proposal and express your interest in 

discussing it further. Offer to provide a presentation or additional 

information if needed.]  

Thank you for considering this proposal. I look forward to the 

opportunity to discuss it with you in more detail.  

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

[Your Position]  

[Your Company] 


