
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Their Title]  

[Company Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

I am writing to propose my services for [specific job or project] at 

[Company Name]. With my background in [Your Field/Expertise], I believe I 

can contribute significantly to your team by [briefly describe how you 

can help the company].  

[Paragraph elaborating your qualifications, experience, and how they 

align with the company's needs.]  

In addition to my skills in [specific skills or technologies], I bring a 

proactive approach and a strong commitment to [mention any relevant 

qualities such as teamwork, innovation, etc.].  

Thank you for considering my proposal. I look forward to the opportunity 

to discuss how I can assist [Company Name] in achieving its goals.  

Sincerely,  

[Your Name] 


