
Business Proposal Template 

Date: [Insert Date] 

To: [Recipient's Name] 

Position: [Recipient's Position] 

Company: [Recipient's Company] 

Address: [Recipient's Address] 

Subject: Proposal for [Brief Description of Proposal] 

Dear [Recipient's Name], 

I am writing to propose [briefly state the purpose of the proposal]. Our company, [Your 

Company Name], specializes in [your company's area of expertise]. We believe that our 

services/products could greatly benefit [Recipient's Company Name]. 

1. Introduction 

Provide a brief introduction to your business and the specific needs of the recipient's business. 

2. Objectives 

Outline the main objectives of your proposal. 

3. Proposed Solution 

Detail the solution or service you are proposing, including timelines and deliverables. 

4. Benefits 

List the benefits that the recipient's business will gain from your proposal. 

5. Pricing 

Provide a summary of the pricing structure and payment terms. 

6. Next Steps 

Indicate how you would like to proceed and suggest a follow-up meeting. 



Thank you for considering our proposal. I look forward to the opportunity to work together. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Phone Number] 

[Your Email Address] 


