
[Date]

[Recipient's Name]
[Recipient's Title]
[Company Name]
[Company Address]

Dear [Recipient's Name],

Introduction

Briefly introduce your business and the purpose of the proposal. State the main issue or opportunity you intend
to address.

Background / Problem Statement

Explain the context or problem that your proposal addresses. Provide relevant information to set the stage for
your solution.

Proposed Solution

Describe your proposed solution. Explain how it addresses the problem and the benefits it brings to the
recipient's business.

Implementation Plan

Outline the steps for implementing your solution, including timeline, milestones, and any resources required.

Budget / Costs

Provide a summary of projected costs and any payment terms, if applicable.

Conclusion

Summarize the key points of your proposal and express your willingness to discuss further or answer
questions.

Sincerely,

[Your Name]

[Your Title]

[Your Company Name]

[Your Contact Information]


