
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient's Title]  

[Company Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Proposal for [Project/Service Title]  

I am writing to propose a [brief description of the project/service you 

are offering].  

**Overview**  

[Provide a brief overview of what the proposal entails and its 

objectives. Use bullet points if necessary.] 

**Benefits**  

[List the benefits of the proposed project/service. Explain how it will 

meet the needs of the recipient's organization.] 

**Scope of Work**  

[List the main tasks and deliverables you will provide. This could 

include timelines, milestones, or key phases of the project.] 

**Budget**  

[Provide a summary of the proposed budget. Include any relevant costs and 

payment terms.] 

**Conclusion**  

I believe that this proposal offers a valuable opportunity for 

[Recipient's Company Name], and I am excited about the possibility of 

working together. Please feel free to contact me at [Your Phone Number] 

or [Your Email Address] to discuss this proposal further.  

Thank you for considering this proposal.  

Sincerely,  

[Your Name]  

[Your Title]  

[Your Company Name (if applicable)] 


