
[Your Name]  

[Your Title]  

[Your Company]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Recipient's Company]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: [Proposal Title/Subject] 

I hope this letter finds you well. I am writing to propose an exciting 

opportunity for [Recipient's Company] that could significantly enhance [a 

specific area of recipient's business].  

[Introduction: Briefly introduce yourself and your company. State the 

purpose of your letter and provide a hook to engage the recipient.] 

[Body Paragraph 1: Identify a problem or need that the recipient's 

business is facing. Use data or examples to make your point compelling.] 

[Body Paragraph 2: Present your proposed solution. Explain how your 

product or service addresses the identified problem and the benefits it 

offers.] 

[Body Paragraph 3: Provide evidence of your credibility. Mention 

successful case studies, testimonials, or qualifications that support 

your proposal.] 

[Closing Paragraph: Summarize the key benefits of your proposal. Include 

a call to action, encouraging the recipient to take the next step.] 

Thank you for considering this opportunity. I look forward to discussing 

this proposal further and exploring how we can collaborate effectively.  

Warm regards,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

[Your Title]  

[Your Company] 


