
[Your Name]  

[Your Title]  

[Your Organization]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Recipient's Organization]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: [Project Title] - [Project Overview/Goal]  

I hope this letter finds you well. I am writing to inform you about our 

new project, [Project Title], which aims to [briefly describe the goal of 

the project and its importance].  

[Provide a brief background on the project, including how it aligns with 

MHSA principles or objectives.]  

The key objectives of the project are as follows:  

1. [Objective 1]  

2. [Objective 2]  

3. [Objective 3]  

To achieve these objectives, we plan to implement [describe methods or 

strategies you intend to use]. We anticipate starting the project on 

[start date] and completing it by [end date].  

We believe that your support and collaboration will be invaluable for the 

success of this project. We would appreciate the opportunity to discuss 

this initiative further and explore ways in which we can work together to 

benefit our community.  

Thank you for your time and consideration. I look forward to your 

response.  

Sincerely,  

[Your Name]  

[Your Title]  

[Your Organization] 


