
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Recipient Department]  

Grand Valley State University  

[University Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

I am writing to propose [briefly state the purpose of your proposal, 

e.g., a new project, research initiative, collaboration, etc.]. [Provide 

a brief background on your proposal and why it is important]. 

The proposed initiative aims to [describe the objectives of your proposal 

and how it aligns with GVSU's mission/values]. I believe this will 

[explain the expected outcomes and benefits].  

I have outlined the key components of the proposal below:  

1. **Objective:** [Clearly state the main objective of the proposal]  

2. **Methodology:** [Briefly explain how you intend to achieve your 

objectives]  

3. **Timeline:** [Provide a proposed timeline for the project]  

4. **Budget:** [Mention the estimated budget and funding sources]  

5. **Collaborators:** [List any other individuals or departments involved 

in the proposal] 

I would appreciate the opportunity to discuss this proposal further and 

explore ways in which we can collaborate. Please let me know a convenient 

time for us to meet. 

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

response. 

Sincerely,  

[Your Name]  

[Your Title/Position]  

[Your Department/Organization] 


