[COMPANY NAME]
[Company ID] · [Address] · [City]
[Phone] · [Email] · [Website]

[City], [DD/MM/YYYY]
To
[Nombre del cliente]
Attn.: [Name and position]
[City]

Subject: business proposal for [product or service]
Dear Sir or Madam,
1. What we understood about your need
Thank you for the time you gave us to learn about your operation. From our conversation on [date] and the information you shared, this is how we understood your need: [describe the problem or need in two or three lines].
2. What the proposal includes
On that basis we have prepared the following proposal, which covers [general scope: products, services, implementation or support].
	Component
	Detail
	Timeline

	[Main product or service]
	
	

	[Additional service]
	
	

	[Support or warranty]
	
	



3. Investment
	Item
	Quantity
	Unit price
	Total price

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	Total
	



4. Commercial terms
	Offer valid until
	[DD/MM/YYYY]
	Currency
	[ ]

	Payment terms
	[ ]
	Delivery or start date
	[ ]



	Warranty or support
	[ ]
	Date
	[DD/MM/YYYY]



5. Acceptance
Client approval: signing this document authorises the work to start on the terms set out above.
	Approved by the client
	Presented by the supplier

	
	



	ID
	[ ]
	Position
	[ ]

	ID
	[ ]
	Position
	[ ]



Copy: [sales area]
	Before sending the proposal, check the figures, the deadlines and what is left out of scope: most disputes with a client start with a scope that was never written down.
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