
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Company/Organization Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: Proposal for [Project/Service Name]  

I am writing to propose [briefly describe the project/service]. Our 

objective is to [state the goals and objectives].  

Overview:  

[Provide a brief overview of the project/service, including background 

information and relevance.]  

Scope of Work:  

1. [Task/Step 1]  

2. [Task/Step 2]  

3. [Task/Step 3]  

Timeline:  

[Outline the timeline for the project, including key milestones.]  

Budget:  

[Provide a summary of the budget, including estimated costs and any 

funding sources.]  

Benefits:  

[Discuss the anticipated benefits of the project/service for the 

recipient or organization.]  

Conclusion:  

I believe that this proposal offers a unique opportunity for 

collaboration and I look forward to discussing it further. Please feel 

free to contact me at [your phone number] or [your email address].  

Thank you for considering this proposal.  

Sincerely,  

[Your Name]  

[Your Title/Organization] 


