
[Your Company Logo] 

[Your Name]  

[Your Position]  

[Your Company Name]  

[Your Company Address]  

[City, State, Zip Code]  

[Your Email Address]  

[Your Phone Number]  

[Date] 

[Client Name]  

[Client Position]  

[Client Company Name]  

[Client Company Address]  

[City, State, Zip Code] 

Dear [Client Name], 

Subject: Proposal for [Project/Service Name] 

I am pleased to submit this proposal for [brief description of the 

project/service]. Our team at [Your Company Name] is dedicated to [brief 

statement of your company's mission/vision related to the 

project/service]. 

**Scope of Work:** 

1. [Task/Service 1] 

2. [Task/Service 2] 

3. [Task/Service 3] 

**Timeline:** 

- [Start Date] 

- [Milestones/Key Dates] 

- [Completion Date] 

**Investment:** 

The total investment required for [Project/Service Name] is [Total 

Amount]. A detailed breakdown of costs is outlined below: 

- [Cost 1] 

- [Cost 2] 

- [Cost 3] 

**Benefits:** 

- [Benefit 1] 

- [Benefit 2] 

- [Benefit 3] 

We believe that this proposal aligns with your needs and look forward to 

the opportunity to work together. Please feel free to reach out if you 

have any questions or require further information. 

Thank you for considering our proposal. I look forward to your response. 

Sincerely, 

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

[Your Position]  

[Your Company Name] 


