Cover Letter
Dear [Name of Client Company],
Firstly, we would like to thank you for considering our company for your business needs. After thoroughly studying the requirements of [Name of Client Company], our team has come up with this proposal.
This proposal lists the process of our work, our work schedule for the project, the billing structure, and more. Please feel free to contact us for any queries, on our provided contact details.
To confirm the acceptance of this proposal, please sign in the provided spaces.
[Name of Service Provider Representative]
[Name of Service Provider]
[Email Address of Representative]
[Phone # of Representative]
Executive Summary
[Name of Client Company] is looking to re-invent their complete outlook, to provide a more up-to-date and well-maintained presentation of the company. [Name of Service Provider] has been working on such projects in the industry for over [Number] of years. Our previous work has provided us with experience and skill-building which is what helps our company maintain its good reputation in the industry. We hope to provide [Name of Client Company] with a similarly successful outcome as our previous projects.
Our team will be working together with [Name of Client Company] with [Date] as the expected completion date for this project. We will be working on:
[Project Description]
We hope to work successfully with your company.
Our Team
It is the duty of [Name of Service Provider] to provide the best team of designers for their clients. Therefore, your project has been assigned to [Name of Supervisor] and their team.
[Name of Supervisor] is one of our most well-reputed employees with a highly competent and efficient team. The team consists of [Description of team members].
Assessment
According to the market trends and the current outlook of [Name of Client Company], the team has come up with various ideas to help [Name of Client Company] stand out against its competitors and attract more attention. [Description of strength and weaknesses of Client Company and how they can overcome].
Portfolio
Below are some of the previous projects [Name of Supervisor] and their team have worked on. You can also find more projects on our website: [Name].
Process
It is quite a difficult task to harness creativity in a limited amount of time. However, in order to provide our clients with the best ideas and work, our teams have mastered these aspects of their jobs.
Our teams set clear milestones while working on projects. These milestones depend on the nature of the project. With the help of goals, our team can track their progress and stay focused on the tasks at hand. Below is the chart that has been created to give [Name of Client Company] an idea of how the project will be worked upon:
Fees
After reading through the requirements of [Name of Client Company], [Name of Service Provider] has created this table below to calculate the expected fees charged.
Billing
The clients are required to pay 50% of the complete fee in advance. While the other 50% of the fees is to be paid on the day the project is completed.
Terms
You are advised to ask for contractual changes before signing the contract. In case, you decide to make changes after the project has been initiated, you will be charged extra fees.
Acceptance
Signing in the space provided below will confirm your acceptance of this proposal. Please make sure to go through the terms and conditions of the proposal before signing the contract.
Service Provider
[Name of Service Provider]
[Address]
[Date]
Client Company 
[Name of Client Company]
[Address]
[Date]
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