
[Your Name]  

[Your Position]  

[Your Company Name]  

[Company Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Recipient's Company Name]  

[Recipient's Company Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: [Subject of the Proposal]  

I hope this letter finds you well. I am writing to propose [briefly state 

the purpose of the proposal].  

[Provide a brief introduction to your company and its relevance to the 

proposal.]  

The proposal includes the following key points:  

1. [Point 1]  

2. [Point 2]  

3. [Point 3]  

  

[Elaborate on the benefits and advantages of the proposal and how it 

meets the recipient's needs.]  

I believe that this proposal will [give a concise statement about the 

expected outcome]. I would appreciate the opportunity to discuss this 

proposal in more detail and explore how we can work together effectively.  

Thank you for considering this proposal. I look forward to your positive 

response.  

Sincerely,  

[Your Name]  

[Your Position]  

[Your Company Name] 


