
[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],  

I am writing to propose [briefly describe the purpose of the proposal, 

e.g., a project, partnership, or collaboration]. Our organization, [Your 

Organization Name], specializes in [briefly describe your organization's 

expertise or mission].  

We believe that [explain the benefits or goals of the proposal and how it 

aligns with the recipient's interests]. This proposal outlines our 

objectives, methodologies, and expected outcomes.  

Enclosed, you will find a detailed proposal document that includes:  

1. Background Information  

2. Project Objectives  

3. Proposed Methodology  

4. Timeline  

5. Budget Overview  

6. Expected Outcomes  

We are eager to discuss this opportunity with you and explore how we can 

work together to achieve our shared goals. Please let me know a 

convenient time for us to meet or have a call. Thank you for considering 

this proposal.  

Sincerely,  

[Your Name]  

[Your Title]  

[Your Organization Name]  

[Your Organization Website] (if applicable) 


