
 

Business Proposal Letter Template 
 

[Your Company Name] 
[Your Address] 
[City, State, ZIP Code] 
[Email Address] 
[Phone Number] 
[Date] 

[Recipient’s Full Name] 
[Recipient’s Job Title] 
[Company Name] 
[Company Address] 
[City, State, ZIP Code] 

Subject: [Concise Subject Line Summarizing Proposal] 

Dear [Recipient's Name], 

I hope this message finds you well. My name is [Your Full Name], and I am [Your Position] at [Your 
Company Name]. We are excited to present you with a proposal that we believe will [briefly state key 
benefit, e.g., "significantly enhance your company’s operational efficiency"]. 

Introduction to the Proposal 

At [Your Company Name], we specialize in [briefly describe your company's core competencies]. Over 
the years, we have helped businesses like [Recipient’s Company Name] achieve [mention any relevant 
achievements]. Our proposal aims to [main objective or problem your proposal addresses]. 

Proposed Solution 

We propose the following to meet your needs: 

1. [Solution/Service 1]: [Brief explanation of the solution and its benefit]. 

2. [Solution/Service 2]: [Brief explanation of the solution and its benefit]. 

3. [Solution/Service 3]: [Brief explanation of the solution and its benefit]. 

Key Benefits 

Implementing our solution will provide: 

• Benefit 1: [Explanation of benefit]. 

• Benefit 2: [Explanation of benefit]. 

• Benefit 3: [Explanation of benefit]. 

Cost and Timeline 

Our proposed project can be completed within [timeline, e.g., “three months”], with an estimated cost 
of [amount, e.g., "$15,000"]. A detailed breakdown of costs is attached for your review. 

Next Steps 

We are eager to discuss this proposal further and answer any questions you may have. Please let us 
know a convenient time for a follow-up meeting or call. We believe this collaboration could be mutually 
beneficial, and we are committed to ensuring its success. 

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

Sincerely, 



[Your Full Name] 
[Your Position] 
[Your Company Name] 
[Phone Number] 
[Email Address] 

Attachments: [List any attachments, e.g., “Project Timeline,” “Cost Breakdown”] 


