
[Your Name]  

[Your Title]  

[Your Company Name]  

[Your Company Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Client's Name]  

[Client's Title]  

[Client's Company Name]  

[Client's Company Address]  

[City, State, Zip Code]  

Dear [Client's Name],  

Subject: Proposal for [Project Name/Description]  

I hope this letter finds you well. I am writing to present a proposal for 

[brief description of the project or service], which I believe will 

significantly benefit [Client's Company Name].  

Overview of Proposed Services:  

- [Service 1: Brief description]  

- [Service 2: Brief description]  

- [Service 3: Brief description]  

Scope of Work:  

We will [detailed outline of the tasks, responsibilities, and 

deliverables].  

Timeline:  

The project is expected to commence on [start date] and be completed by 

[end date].  

Budget:  

The estimated budget for the proposed services is [total cost]. A 

detailed breakdown is attached for your review.  

Why Choose Us:  

- [Reason 1: Experience/qualifications]  

- [Reason 2: Quality of work]  

- [Reason 3: Customer service]  

I look forward to the opportunity to discuss this proposal further. 

Please feel free to contact me at [your phone number] or [your email 

address] to schedule a meeting.  

Thank you for considering our proposal.  

Sincerely,  

[Your Name]  

[Your Title]  

[Your Company Name] 


