
Business Proposal Summary 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Summary of Business Proposal for [Project/Service Name] 

Dear [Recipient's Name], 

I am writing to provide a summary of our business proposal regarding [Project/Service Name]. 

This proposal aims to address [briefly describe the need or problem]. Through our innovative 

approach, we believe we can deliver substantial value to your organization. 

1. Objective 

The primary objective of this proposal is to [state the objective]. 

2. Proposed Solution 

We propose [brief description of the solution]. This solution is designed to [explain how it 

addresses the need]. 

3. Benefits 

• Benefit 1: [Description] 

• Benefit 2: [Description] 

• Benefit 3: [Description] 

4. Budget Overview 

The estimated budget for this project is [insert amount]. This includes [briefly list key budget 

items]. 

5. Timeline 

The proposed timeline for the project is [insert timeline], beginning on [start date] and 

concluding on [end date]. 



We are excited about the opportunity to work together and believe that our proposal aligns 

perfectly with your strategic goals. Please feel free to contact me at [Your Phone Number] or 

[Your Email Address] should you have any questions or require further details. 

Thank you for considering our proposal. We look forward to your positive response. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


