
[Your Name]  

[Your Title]  

[Your Organization]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Recipient Organization]  

[Recipient Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Proposal for [Project/Service Title]  

I am writing to propose [brief overview of your project/service] to 

[Recipient Organization]. Our aim is to [state your objective and the 

benefit to the recipient].  

[Provide a detailed description of the project/service, including 

objectives, methodology, and expected outcomes.]  

The proposed timeline for this project is [insert timeline], and we 

anticipate a budget of [insert budget].  

We believe that this project will [state the value or impact of the 

project to the recipient].  

I would appreciate the opportunity to discuss this proposal further at 

your convenience. Thank you for considering our proposal.  

Sincerely,  

[Your Name]  

[Your Title]  

[Your Organization] 


