
[Your Name]  

[Your Position]  

[Your Organization]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Recipient's Organization]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: Proposal for [Brief Description of Proposal]  

I am writing to present a proposal that aims to [Briefly State the 

Purpose or Objective]. This proposal outlines [a brief summary of the 

project, including its significance and expected outcomes]. 

**Overview:**  

[Provide a high-level overview of your proposal--what it entails and why 

it's important.] 

**Objectives:**  

1. [Objective 1]  

2. [Objective 2]  

3. [Objective 3]  

**Scope of Work:**  

[Detail the steps or activities involved in the project, including any 

timelines or milestones.] 

**Budget:**  

[Provide an overview of the estimated costs and any funding sources.] 

**Benefits:**  

[Explain the advantages or improvements the project will bring to the 

recipient or the community.] 

**Conclusion:**  

I look forward to discussing this proposal in detail and exploring how we 

can work together to achieve these goals. Thank you for considering this 

opportunity. 

Sincerely,  

[Your Name]  

[Your Position]  

[Your Organization]  

[Your Signature (if sending a hard copy)] 


