
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Organization Name]  

[Organization Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: Proposal for [Project/Initiative Title]  

I hope this letter finds you well. My name is [Your Name], and I am [Your 

Title/Position] at [Your Organization/Institution]. I am writing to 

formally present a proposal for [briefly describe the purpose of the 

proposal, e.g., a collaborative project, funding request, etc.].  

Overview:  

The proposal aims to [briefly describe the main goal or objective of the 

proposal]. This initiative will [explain how it aligns with the 

goals/values of the recipient organization, and its potential impact].  

Proposed Activities:  

1. [Activity 1: Brief description]  

2. [Activity 2: Brief description]  

3. [Activity 3: Brief description]  

Budget:  

[Provide a summary of the estimated budget required for the project and 

any potential funding sources.]  

Timeline:  

[Outline the proposed timeline for the project, including key 

milestones.]  

We believe that this initiative will significantly contribute to [mention 

benefits or outcomes]. We are eager to discuss this proposal with you in 

more detail and explore potential collaboration.  

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

response.  

Sincerely,  

[Your Name]  

[Your Title/Position]  

[Your Organization/Institution]  

[Your Contact Information] 


