
Business Proposal Template 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Company Address] 

[City, State, Zip] 

[Email Address] 

[Phone Number] 

Recipient Name 

Recipient Position 

Recipient Company Name 

Company Address 

City, State, Zip 

Subject: Proposal for [Project/Service Name] 

Dear [Recipient Name], 

I am writing to propose a mutually beneficial partnership that I believe will significantly enhance 

[specific goal or benefit]. At [Your Company Name], we specialize in [briefly describe your 

expertise or service]. 

Our research indicates that [insert relevant statistics or trends], demonstrating the need for 

[specific solution or project]. By collaborating, we can [describe how the proposal will address 

the needs]. 

To proceed, we suggest [briefly outline the proposed plan or next steps]. We are confident that 

this partnership will lead to [specific advantages or outcomes]. 

I would appreciate the opportunity to discuss this proposal further and answer any questions you 

may have. Please feel free to contact me at [your phone number] or [your email address]. 



Thank you for considering this opportunity. I look forward to your positive response. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 


