
Business Proposal 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Company Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

 

Recipient's Information 

[Recipient's Name] 

[Recipient's Position] 

[Recipient's Company] 

[Recipient's Company Address] 

[City, State, Zip Code] 

 

Subject: Proposal for [Project Name] 

Dear [Recipient's Name], 

Introduction 

We are pleased to present this proposal for [brief description of the project]. 

Background 



[Provide background information related to the project or problem]. 

Objectives 

• [Objective 1] 

• [Objective 2] 

• [Objective 3] 

Proposed Solution 

[Outline the proposed solution and methods]. 

Timeline 

[Provide a timeline of the project milestones]. 

Budget 

[Discuss the budget estimation based on the proposed project]. 

Conclusion 

We believe that this proposal will greatly benefit [Recipient's Company]. We look forward to 

your positive response. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 


