
[Your Name]  

[Your Position]  

[Your Company]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Position]  

[Recipient Company]  

[Recipient Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Proposal for [Project/Service Name]  

**Knowledge**  

(Provide background information on the subject matter or identify the 

problem)  

- Brief description of the issue or opportunity  

- Relevant statistics or data supporting your understanding  

**Questions**  

(List specific questions or concerns that need to be addressed)  

- Question 1  

- Question 2  

- Question 3  

**Methods**  

(Outline your proposed approach or solution)  

- Step 1: Description of the first step  

- Step 2: Description of the second step  

- Expected outcomes and benefits  

Thank you for considering this proposal. I look forward to your response 

and hope to discuss this further.  

Sincerely,  

[Your Name]  

[Your Position]  

[Your Company] 


