
[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],  

Subject: Business Proposal for [Proposal Title]  

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

proposal that I believe will be mutually beneficial for [Recipient 

Company Name] and [Your Company Name].  

**Introduction**  

[Brief introduction about your company and what you do, along with the 

purpose of the proposal.]  

**Problem Statement**  

[Clearly outline the problem or opportunity that your proposal 

addresses.]  

**Proposed Solution**  

[Detail the proposed solution, including key strategies, products or 

services you will provide.]  

**Benefits**  

[Discuss the benefits that your proposed solution will bring to the 

recipient's company.]  

**Project Timeline**  

[Provide a brief overview of the timeline for implementation, including 

key milestones.]  

**Cost Estimate**  

[Outline the cost associated with the proposal, including any payment 

terms.]  

**Conclusion**  

[Reiterate the key points and express your desire to discuss the proposal 

further.]  

Thank you for considering this proposal. I am looking forward to the 

opportunity to work together and can be reached at [your phone number] or 

[your email address].  

Sincerely,  

[Your Name]  

[Your Position]  

[Your Company Name] 


