
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Company/Organization Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Proposal for [Project/Service Title]  

I am writing to propose [briefly describe the project or service].  

[Introduction paragraph: Introduce the purpose of the proposal and an 

overview of the project/service.]  

[Background paragraph: Provide background information on the 

issue/challenge that your proposal addresses and why it is important.]  

[Proposal details: Outline what you are proposing, including the 

objectives, activities, and any relevant details that support your 

proposal.]  

[Benefits: Describe the benefits and impact of the proposed 

project/service on the recipient or their organization.]  

[Budget: Provide a general overview of the budget or costs associated 

with the project/service, if applicable.]  

[Call to action: Encourage the recipient to take action, such as 

scheduling a meeting, asking questions, or considering your proposal.]  

Thank you for considering this proposal. I look forward to the 

opportunity to discuss it further.  

Sincerely,  

[Your Name]  

[Your Title/Position]  

[Your Company/Organization Name, if applicable] 


