
[Your Name]  

[Your Title]  

[Your Company]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Recipient Company]  

[Recipient Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Proposal for [Project/Subject Title]  

I am pleased to present our proposal for [brief description of the 

project or service]. We believe this project will [mention the potential 

benefits or impact].  

Attached, you will find a detailed proposal outlining our approach, 

timeline, and pricing. We are confident that our team possesses the 

skills and experience necessary to deliver exceptional results.  

To facilitate an efficient process, we recommend utilizing an electronic 

signature for the acceptance of this proposal. If you agree to our terms, 

please sign the document electronically by [specific instructions for 

signing, if applicable].  

We look forward to the opportunity to work together and bring this 

project to fruition. Should you have any questions or require further 

information, please do not hesitate to contact me.  

Thank you for considering our proposal.  

Sincerely,  

[Your Name]  

[Your Title]  

[Your Company]  

[Signature Line if needed for electronic signing] 


