
[Your Name]  

[Your Position]  

[Your Company Name]  

[Your Company Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Position]  

[HQ Company Name]  

[HQ Company Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Proposal for [Project/Service Name]  

I am writing to propose [briefly state the purpose of the proposal]. This 

proposal outlines the [key points of the proposal, such as objectives, 

benefits, and potential impact].  

**Introduction**  

[Provide a brief introduction to your company and its qualifications 

related to the proposal.]  

**Objectives**  

[List the main objectives of the proposal, detailing the specific goals 

you aim to achieve.]  

**Scope of Work**  

[Describe the scope of work and what the proposal entails, including 

timelines and deliverables.]  

**Benefits**  

[Outline the benefits that the HQ company will gain from this proposal 

and how it aligns with their goals.]  

**Budget**  

[Provide a summary of the expected costs and any financial 

considerations.]  

**Conclusion**  

[Reiterate the significance of the proposal and express your enthusiasm 

to work together.]  

Thank you for considering this proposal. I look forward to discussing it 

further.  

Sincerely,  

[Your Name]  

[Your Position]  

[Your Company Name] 


