
[Your Name]  

[Your Title]  

[Your Company Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Recipient Company Name]  

[Recipient Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

I am writing to propose a comprehensive Business Continuity Plan (BCP) for [Recipient 

Company Name]. In today's rapidly changing environment, having a robust BCP is essential to 

ensure operational resilience and stakeholder confidence.  

Our proposed plan includes:  

• Risk Assessment and Business Impact Analysis 

• Emergency Response Procedures 

• Recovery Strategies and Backup Solutions 

• Training and Testing Programs for Staff 

• Continuous Improvement and Plan Maintenance 

We believe that implementing this BCP will significantly enhance [Recipient Company Name]'s 

capability to respond to disruptions while minimizing impact on business operations.  

I look forward to discussing this proposal in detail and exploring how we can work together to 

achieve your business continuity objectives. Please feel free to contact me at [Your Phone 

Number] or [Your Email Address].  



Thank you for considering this important initiative.  

Sincerely,  

[Your Name]  

[Your Title]  

[Your Company Name]  


