
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Company/Organization Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient Name], 

Subject: Proposal for [Project/Service Title]  

I hope this letter finds you well. I am writing to present a proposal for 

[briefly describe the purpose of the proposal]. As [your title/position] 

at [your company/organization], I believe that our expertise in [area of 

expertise] can significantly benefit [recipient's company/organization]. 

**Project Overview**  

[Provide a brief overview of the project or service you are proposing. 

Include key objectives and goals.] 

**Scope of Work**  

[Outline the specific tasks and deliverables that will be included in the 

project. Be clear about what is expected.] 

**Timeline**  

[Include a proposed timeline for the project, highlighting key milestones 

and deadlines.] 

**Budget**  

[Provide a breakdown of the estimated costs involved in the project. 

Include any payment terms or options.] 

**Conclusion**  

I am excited about the potential of collaborating with [recipient's 

company/organization] and believe that together we can achieve [desired 

outcome]. I appreciate your consideration of this proposal and look 

forward to the opportunity to discuss it further. 

Thank you for your time. 

Sincerely, 

[Your Name]  

[Your Title]  

[Your Company/Organization Name] 


