BUSINESS PROPOSAL COVER LETTER TEMPLATE

[DATE]

[RECIPIENT NAME]
[RECIPIENT TITLE]
[COMPANY NAME]
[COMPANY ADDRESS LINE 1]
[COMPANY ADDRESS LINE 2]
[CITY, STATE, ZIP CODE]

RE: BUSINESS PROPOSAL FOR [PROJECT OR SERVICE NAME]

Dear [RECIPIENT NAME],

[OPENING PARAGRAPH: INTRODUCE YOUR COMPANY AND STATE THE PURPOSE OF THE PROPOSAL]

1. PROPOSAL OVERVIEW

1.1 Proposal Title: [PROPOSAL TITLE]

1.2 Submitted By: [YOUR NAME OR COMPANY NAME]

1.3 Submitted To: [RECIPIENT NAME OR COMPANY NAME]

1.4 Date of Submission: [DATE]

1.5 Proposal Validity Period: [NUMBER] DAYS FROM THE DATE OF SUBMISSION

2. COMPANY INFORMATION

2.1 Legal Company Name: [COMPANY LEGAL NAME]

2.2 Business Address: [COMPANY ADDRESS]

2.3 Phone Number: [PHONE NUMBER]

2.4 Email Address: [EMAIL ADDRESS]

2.5 Website: [WEBSITE URL]

2.6 Business Registration or Tax ID Number: [REGISTRATION OR TAX ID NUMBER]

2.7 Primary Contact Person: [CONTACT PERSON NAME]

2.8 Contact Person Title: [CONTACT PERSON TITLE]

3. BACKGROUND AND STATEMENT OF NEED

3.1 Background: [DESCRIBE THE CONTEXT AND BACKGROUND OF THE PROPOSAL]

3.2 Problem or Opportunity: [DESCRIBE THE PROBLEM OR OPPORTUNITY BEING ADDRESSED]

3.3 Objectives: [LIST THE OBJECTIVES OF THE PROPOSAL]

4. SCOPE OF SERVICES OR PRODUCTS

4.1 Services or Products Offered: [DESCRIBE THE SERVICES OR PRODUCTS]

4.2 Deliverables: [LIST THE DELIVERABLES]

4.3 Timeline: [PROVIDE THE PROJECT TIMELINE]

4.4 Milestones: [LIST KEY MILESTONES]

4.5 Exclusions: [LIST ANY EXCLUSIONS OR OUT-OF-SCOPE ITEMS]

5. PRICING AND PAYMENT TERMS

5.1 Total Proposed Price: [TOTAL PRICE]

5.2 Pricing Breakdown: [PROVIDE A DETAILED PRICING BREAKDOWN]

5.3 Payment Schedule: [DESCRIBE THE PAYMENT SCHEDULE]

5.4 Payment Methods Accepted: [LIST ACCEPTED PAYMENT METHODS]

5.5 Taxes and Fees: [SPECIFY APPLICABLE TAXES AND FEES]

5.6 Currency: [CURRENCY]

6. TERMS AND CONDITIONS

6.1 Validity of Proposal: This proposal is valid for [NUMBER] days from the date of submission.

6.2 Acceptance: This proposal may be accepted by signing and returning a copy of this letter or by issuing a written purchase order.

6.3 Confidentiality: Both parties agree to keep confidential any proprietary information disclosed during the negotiation and performance of this proposal.

6.4 Governing Law: This proposal and any resulting agreement shall be governed by the laws of [STATE OR JURISDICTION].

6.5 Entire Agreement: This proposal, upon acceptance, constitutes the entire agreement between the parties and supersedes all prior discussions and agreements.

6.6 Amendments: Any amendments to this proposal must be made in writing and signed by both parties.

6.7 Termination: Either party may terminate any resulting agreement with [NUMBER] days written notice.

7. SIGNATURES

7.1 Authorized Representative of [YOUR COMPANY NAME]:

Signature: ______________________________

Name: [AUTHORIZED REPRESENTATIVE NAME]

Title: [AUTHORIZED REPRESENTATIVE TITLE]

Date: [DATE]

7.2 Accepted by [RECIPIENT COMPANY NAME]:

Signature: ______________________________

Name: [RECIPIENT AUTHORIZED NAME]

Title: [RECIPIENT AUTHORIZED TITLE]

Date: [DATE]

8. ATTACHMENTS

8.1 Attachment A: [DESCRIPTION OF ATTACHMENT]

8.2 Attachment B: [DESCRIPTION OF ATTACHMENT]

8.3 Attachment C: [DESCRIPTION OF ATTACHMENT]

Sincerely,

[YOUR NAME]

[YOUR TITLE]

[YOUR COMPANY NAME]

[YOUR PHONE NUMBER]

[YOUR EMAIL ADDRESS]
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