
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

Jyoti [Last Name]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear Jyoti, 

Subject: Proposal for [Project/Service Name]  

I hope this letter finds you in good health and spirits. I am writing to 

propose [briefly describe the project/service you are proposing] that I 

believe will be beneficial for [describe the recipient's situation or 

need]. 

[Introduce your proposal in detail, explaining the objectives and 

intended outcomes. Include any relevant information that supports your 

proposal, such as timelines, budget, or resources required.] 

I am confident that [explain how your proposal meets the recipient's 

needs or solves a problem]. 

Thank you for considering my proposal. I look forward to the opportunity 

to discuss this further with you. Please feel free to contact me at your 

convenience. 

Warm regards, 

[Your Name]  

[Your Job Title/Position if applicable]  

[Your Company/Organization if applicable] 


