
Business Proposal Introduction 

Date: [Insert Date] 

[Your Name]  

[Your Position]  

[Your Company]  

[Your Address]  

[City, State, Zip]  

[Email]  

[Phone Number] 

[Recipient's Name]  

[Recipient's Position]  

[Recipient's Company]  

[Recipient's Address]  

[City, State, Zip] 

Dear [Recipient's Name], 

I am writing to introduce a business proposal that aims to [briefly state the purpose of the 

proposal]. At [Your Company], we specialize in [briefly describe your company's expertise or 

services]. We believe that our services can provide significant value to [Recipient's Company] by 

[insert a benefit]. 

We would greatly appreciate the opportunity to further discuss this proposal and how we can 

collaborate for mutual benefit. I look forward to your response. 

Thank you for considering our proposal. 

Sincerely,  

[Your Name]  

[Your Position]  

[Your Company] 


