
[Your Name]  

[Your Position]  

[Your Company]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Position]  

[Recipient Company]  

[Recipient Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Business Proposal for [Project/Service Name]  

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

that outlines how [Your Company] can assist [Recipient Company] in 

[briefly describe the purpose of the proposal and how it addresses a need 

or problem].  

**1. Introduction:**  

[Provide a brief introduction of your company and its core competencies.]  

**2. Objectives:**  

[Clearly state the objectives of the proposal and expected outcomes.]  

**3. Proposed Solution:**  

[Outline the proposed services/products, including key features and 

benefits.]  

**4. Budget and Timeline:**  

[Provide an overview of costs and the expected timeline for project 

completion.]  

**5. Conclusion:**  

[Summarize the value your proposal brings and express your eagerness to 

discuss it further.]  

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

opportunity to work together to achieve [Recipient Company's 

goals/needs]. Please feel free to contact me at [your phone number] or 

[your email] if you have any questions.  

Sincerely,  

[Your Name]  

[Your Position]  

[Your Company] 


