
[Your Company Letterhead]

Date: [Insert Date]

To:
[Client Name]
[Client Title/Position]
[Client Company]
[Client Address]

Subject: Business Proposal Submission â€“ [Project/Service Name]

Dear [Client Name],

We are pleased to submit our business proposal for [Project/Service Name] in response to your requirement. Our
team at [Your Company Name] is dedicated to providing high-quality solutions tailored to your needs. This letter
outlines our understanding of your objectives, the value we bring, and a transparent breakdown of the estimated costs
associated with the proposed project.

Project Objectives:
[Briefly summarize the key goals and deliverables expected from the project or service.]

Our Value Proposition:
[Highlight what sets your company apart and the benefits the client will receive, e.g., expertise, innovative approach,
dedicated support.]

Estimated Quotation Breakdown:

Category Description Estimated
Cost (USD)

Consultation and
Planning

Initial project analysis, needs assessment, and
development of proposal [Amount]

Implementation Development, setup, and execution of
deliverables [Amount]

Support and
Maintenance

Post-implementation support and ongoing
maintenance [Amount]

Other (e.g.,
Licensing, Training) [Specify as needed] [Amount]

Total Estimated Cost [Total
Amount]

This quotation is subject to further discussion and potential adjustment based on your feedback and any changes in
project scope. We are committed to maintaining open and clear communication throughout the process to ensure your
objectives are achieved effectively.

We appreciate your consideration of our proposal. Please feel free to contact us at [Your Phone Number] or [Your
Email] if you have any questions or require additional information. We look forward to the opportunity to work with
[Client Company] and deliver exceptional value through this collaboration.

Sincerely,

[Your Name]
[Your Title/Position]
[Your Company Name]
[Your Contact Information]


