
[Your Name]  

[Your Position]  

[Your Company]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Recipient's Company]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

I hope this letter finds you well.  

I am writing to propose a [brief description of your proposal]. At [Your 

Company], we have a proven track record in [relevant experience or 

expertise].  

The purpose of this proposal is to [main objective of the proposal]. We 

believe that this collaboration can lead to [briefly explain the benefits 

or outcomes].  

In summary, we propose the following:  

1. [Key point 1]  

2. [Key point 2]  

3. [Key point 3]  

We are excited about the possibility of working together and look forward 

to discussing this proposal in more detail. I will follow up with you on 

[date] to see if we can arrange a meeting to discuss this further.  

Thank you for considering this opportunity.  

Best regards,  

[Your Name]  

[Your Position]  

[Your Company] 


