
Business Case Proposal 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Position] 

[Company Name] 

[Company Address] 

From: [Your Name] 

[Your Position] 

[Your Company Name] 

[Your Company Address] 

 

Dear [Recipient's Name], 

I am writing to propose a business case regarding [briefly state the purpose of the proposal]. This 

proposal outlines the need for [explain the problem/issue], and presents a solution that can bring 

[state benefits]. 

Executive Summary 

[Summarize the proposal, highlighting the objectives and the importance of the solution.] 

Background 

[Provide context and background information on the situation.] 

Proposed Solution 

[Detail the proposed solution, including steps or actions to be taken.] 

Benefits 

[List the anticipated benefits of implementing the proposed solution.] 

Financial Implications 

[Include cost analysis and projected financial benefits.] 



Conclusion 

[Reiterate the importance of addressing the issue and implementing the solution.] 

Thank you for considering this proposal. I look forward to discussing it further and exploring 

how we can work together for mutual benefit. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Contact Information] 


