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Business Proposal Template 
 

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

[Recipient's Name] 
[Recipient's Title] 
[Recipient's Company] 
[Recipient's Address] 
[City, State, ZIP Code] 

 

Subject: [Project or Proposal Title] 

 

Executive Summary 

[Provide a brief and compelling overview of your proposal. This section should outline 
the purpose of the proposal, the problem or opportunity being addressed, the solution 
or project being proposed, and the anticipated benefits or outcomes. Keep it concise, 
typically between 100-200 words.] 

 

Introduction 

[Introduce your company, its mission, and its strengths. Explain why your company is 
qualified to take on the proposed project or provide the recommended solution.] 

 

Problem Statement 

[Clearly state the problem, need, or opportunity that the recipient is facing. Use data, 
statistics, or examples to illustrate the issue. Emphasize the importance and urgency of 
addressing this problem.] 
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Proposed Solution 

[Provide a detailed description of your proposed solution, service, or project. Explain 
how your solution will address the problem identified. Outline the key features and 
unique benefits of your solution.] 

 

Project Objectives 

[List the main objectives of the proposed project. These should be SMART goals 
(Specific, Measurable, Achievable, Relevant, and Time-bound).] 

1. Objective 1: [Brief description of objective] 

2. Objective 2: [Brief description of objective] 

3. Objective 3: [Brief description of objective] 

 

Scope of Work 

[Detail the specific tasks, activities, and deliverables that will be included in the project. 
Be clear on what is within the scope and, if necessary, what is outside of it.] 

1. Phase 1: [Description of the first phase] 

2. Phase 2: [Description of the second phase] 

3. Phase 3: [Description of subsequent phases] 

 

Timeline and Milestones 

[Provide a timeline of the project, including major milestones, deadlines, and key 
deliverables.] 

Milestone Description Completion Date 

Milestone 1 [Brief description] [Date] 

Milestone 2 [Brief description] [Date] 

Final Delivery [Brief description] [Date] 

 

Budget and Pricing 
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[Include a detailed breakdown of costs associated with the project. Present a clear and 
transparent pricing model. Consider including different pricing tiers, if applicable.] 

Item/Service Description Cost 

[Service/Deliverable 1] [Brief description] $[Amount] 

[Service/Deliverable 2] [Brief description] $[Amount] 

Total Cost  $[Amount] 

 

Benefits and Value Proposition 

[Explain the key benefits and value your proposal offers. Highlight how your solution is 
different or superior to competitors. Include both tangible (cost savings, efficiency) and 
intangible (brand reputation, customer satisfaction) benefits.] 

 

Qualifications and Experience 

[Summarize your company’s qualifications, experience, and successes. Include 
relevant case studies, client testimonials, or certifications that demonstrate your 
credibility and ability to deliver.] 

 

Terms and Conditions 

[Outline any terms and conditions, including payment terms, timelines, obligations, and 
any disclaimers.] 

 

Next Steps / Call to Action 

[Provide clear instructions on what the recipient should do next. Encourage prompt 
action and offer to discuss the proposal further.] 

Example: 
Please feel free to contact me at [phone number] or [email address] to schedule a 
meeting to discuss this proposal in more detail. We look forward to the opportunity to 
work together. 
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Sincerely, 

[Your Full Name] 
[Your Job Title] 
[Your Company Name] 
[Your Contact Information] 

 

Attachments: 
[List any supporting documents, such as case studies, references, charts, or additional 
data.] 

 


