
Formal Business Proposal Introduction 

Date: [Insert Date] 

[Your Name] 

[Your Title] 

[Your Company] 

[Company Address] 

[City, State, Zip Code] 

To: [Recipient's Name] 

[Recipient's Title] 

[Recipient's Company] 

[Recipient's Address] 

[City, State, Zip Code] 

 

Dear [Recipient's Name], 

I am writing to propose a potential collaboration between [Your Company] and [Recipient's 

Company]. As a [describe your company and its strengths], we believe that our services can 

greatly benefit your organization. 

This proposal aims to outline how our joint efforts can achieve [insert goals or objectives]. We 

are excited about the possibility of working together to [mention potential benefits or solutions]. 

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

 

Sincerely, 

[Your Name] 

[Your Title] 



[Your Company] 

[Your Contact Information] 


