
[Your Name]  

[Your Title]  

[Your Company Name]  

[Your Company Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Recipient Company Name]  

[Recipient Company Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Proposal Submission for [Project Title]  

I am writing to submit our proposal for [brief description of the 

project/service] that we believe aligns with your needs and objectives.  

[Brief introduction of your company and its capabilities.]  

Enclosed, please find our detailed proposal which outlines:  

- Project Overview  

- Objectives  

- Methodology  

- Timeline  

- Budget  

We are confident that our expertise in [specific area] will benefit 

[Recipient Company Name] and help achieve [specific goals].  

Thank you for considering our proposal. We look forward to the 

opportunity to collaborate further.  

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

[Your Title]  

[Your Company Name] 


