
[Your Name]  

[Your Position]  

[Your Company Name]  

[Your Company Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Recipient's Company Name]  

[Recipient's Company Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

I hope this letter finds you well. I am writing to you on behalf of [Your 

Company Name] to propose a business collaboration that I believe would be 

mutually beneficial.  

**Introduction:**  

[Briefly introduce your company and its mission. Explain the purpose of 

your letter and the main idea behind your proposal.] 

**Proposal Details:**  

[Outline the specifics of the business proposal. Include information 

about the project, services, or products involved, the target market, and 

any potential benefits for the recipient's company.] 

**Benefits:**  

[Highlight the advantages of the proposed collaboration for both parties. 

Include any data, case studies, or examples of success if applicable.] 

**Call to Action:**  

[Encourage the recipient to take a specific action, whether it's setting 

up a meeting, requesting more information, or reviewing attached 

documents.] 

Thank you for considering this opportunity. I look forward to hearing 

your thoughts and discussing this proposal further.  

Sincerely,  

[Your Name]  

[Your Position]  

[Your Company Name] 


