
[Your Name]  

[Your Address]  

[City, State, ZIP Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Company/Organization Name]  

[Address]  

[City, State, ZIP Code]  

Dear [Recipient's Name],  

Subject: Proposal for [Project Title]  

I. Introduction  

 A. Brief background of your organization  

 B. Purpose of the proposal  

 C. Overview of the project  

II. Project Description  

 A. Objectives  

 B. Scope of work  

 C. Methodology  

III. Timeline  

 A. Project phases  

 B. Key milestones  

 C. Final delivery  

IV. Budget  

 A. Breakdown of costs  

 B. Funding request  

 C. Potential funding sources  

V. Benefits  

 A. Outcomes for the community/organization  

 B. Long-term impact  

VI. Conclusion  

 A. Call to action  

 B. Request for feedback  

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

response.  

Sincerely,  

[Your Name]  

[Your Title]  

[Your Organization] 


