
[Your Name]  

[Your Title]  

[Your Company]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Recipient's Company]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: [Brief Subject of Proposal]  

I am writing to propose [briefly state the purpose of your proposal, 

e.g., a business partnership, a new service, etc.].  

[Introduce your proposal in detail. Explain the importance and benefits 

of the proposal and how it can solve a specific problem or achieve a goal 

for the recipient's company.]  

[Provide data or case studies that support your proposal. Include any 

relevant research or statistics that demonstrate its effectiveness or 

necessity.]  

[Outline the terms of the proposal, including any costs, timelines, and 

expectations.]  

I believe this proposal presents an excellent opportunity for 

[Recipient's Company] and would be happy to discuss this further at your 

convenience.  

Thank you for considering this proposal. I look forward to the 

possibility of working together.  

Sincerely,  

[Your Name]  

[Your Title]  

[Your Company] 


