
Your Name 

Your Position 

Your Company Name 

Your Company Address 

City, State, Zip Code 

Email Address 

Phone Number 

Date 

Recipient's Name 

Recipient's Position 

Recipient's Company Name 

Recipient's Company Address 

City, State, Zip Code 

Dear [Recipient's Name], 

I am writing to formally submit our business proposal for [Project/Service Name]. We believe 

that our [product/service] can greatly benefit [Recipient's Company Name] by [briefly state 

benefit or solution]. 

Attached to this letter, you will find our detailed proposal that outlines our strategy, projected 

outcomes, and how we plan to address your specific needs. We are confident that our proposal 

aligns with your goals and expectations. 

We look forward to the opportunity to discuss this proposal further. Please feel free to contact 

me directly at [Your Phone Number] or [Your Email Address] if you have any questions or 

require further information. 

Thank you for considering our proposal. We hope to partner with [Recipient's Company Name] 

and contribute to your continued success. 

Sincerely, 

[Your Name] 

[Your Position] 


