
Proposal for Conducting Gap Analysis 

Date: [Insert Date] 

To: [Client's Name] 

[Client's Company] 

[Client's Address] 

Subject: Proposal for Conducting Gap Analysis 

Dear [Client's Name], 

I am writing to propose a comprehensive gap analysis to assess the differences between your 

current operations and desired objectives. Our goal is to identify areas for improvement and 

provide actionable recommendations to enhance your strategies. 

Scope of Work 

• Review of current processes and performance metrics. 

• Identify gaps between current and desired states. 

• Develop a detailed report highlighting findings and recommendations. 

• Follow-up meeting to discuss results and action plan. 

Timeline 

The project is expected to take [insert duration] weeks, commencing on [insert start date]. 

Investment 

The total cost for this gap analysis is [insert cost]. This includes all necessary resources and 

materials. 

We believe that our expertise can bring significant value to your organization, and we are eager 

to partner with you on this important initiative. Please feel free to reach out with any questions or 

to discuss this proposal further. 

Thank you for considering our proposal. We look forward to the opportunity to work together. 

Sincerely, 

[Your Name] 

[Your Title] 



[Your Company] 

[Your Contact Information] 


