
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Company/Organization Name]  

[Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: Proposal for [Project/Service Name]  

I hope this letter finds you well. I am writing to propose [briefly 

describe the project or service] that aims to [state the main goal or 

benefit].  

**Project Overview:**  

[Provide a brief overview of the project, including context and 

importance.] 

**Objectives:**  

1. [Objective 1]  

2. [Objective 2]  

3. [Objective 3]  

**Scope of Work:**  

[Detail the tasks, deliverables, and timelines.] 

**Budget:**  

[Provide an estimated budget or a range, outlining major costs.] 

**Conclusion:**  

Thank you for considering this proposal. I am looking forward to the 

opportunity to discuss this project with you in more detail. Please feel 

free to contact me at [Your Phone Number] or [Your Email Address]. 

Warm regards,  

[Your Name]  

[Your Position]  

[Your Company/Organization Name]  

[Your Company/Organization Website] (if applicable) 


