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Simple Business Proposal Template 
 

[Your Company Name] 
[Your Address] 
[Email Address] 
[Phone Number] 
[Date] 

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

 

Subject: [Project or Proposal Title] 

 

Executive Summary 

This proposal outlines a solution to your problem, the benefits, and estimated costs. 

 

Introduction 

[Your Company Name] has years of experience solving business challenges and delivering 
reliable solutions. 

 

Problem Statement 

Your company is facing [problem]. This affects productivity and costs. Fixing it now will 
prevent bigger issues. 

 

Proposed Solution 

We propose [brief solution]. Benefits include: 

1. Efficiency: Saves time. 

2. Cost Savings: Reduces expenses. 

3. Innovation: Uses modern methods. 

 

Project Objectives 

1. Goal 1: [Brief goal]. 

2. Goal 2: [Brief goal]. 

 

Scope of Work 

1. Phase 1: Planning. 
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2. Phase 2: Development. 

3. Phase 3: Launch. 

 

Timeline 

Milestone Date 

Planning [Date] 

Development [Date] 

Launch [Date] 

 

Budget 

Item Cost 

[Service] $[Amount] 

Total $[Amount] 

 

Benefits 

Our solution saves money, boosts efficiency, and improves results. 

 

Next Steps 

Contact us at [phone] or [email] to discuss further. 

 

Sincerely, 
[Your Name] 
[Your Job Title] 

 


