
Business Proposal Letter 

Date: [Insert Date] 

[Your Name]  

[Your Position]  

[Your Company]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number] 

[Recipient's Name]  

[Recipient's Position]  

[Recipient's Company]  

[Recipient's Address]  

[City, State, Zip Code] 

Subject: Proposal for [Project/Service Name] 

Dear [Recipient's Name], 

We are pleased to present a proposal for [brief description of project/service]. Our company, 

[Your Company], specializes in [describe what your company does] and we have the expertise 

and resources needed to effectively address your needs. 

1. Introduction 

[Introduce your company and its background.] 

2. Objective 

[State the purpose of the proposal and what you hope to achieve.] 

3. Proposed Solution 

[Outline the solution you are proposing, including steps to implementation.] 

4. Benefits 

[Explain the advantages of your proposed solution for the recipient.] 

5. Budget 



[Provide an estimate of costs involved.] 

6. Timeline 

[Outline the proposed timeline for project completion.] 

7. Conclusion 

[Reiterate the value of your proposal and encourage further discussion.] 

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

and bring this project to fruition. 

Sincerely,  

[Your Name]  

[Your Position]  

[Your Company] 


