
[Your Name]  

[Your Address]  

[City, State, ZIP Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Recipient Organization]  

[Recipient Address]  

[City, State, ZIP Code]  

Dear [Recipient Name],  

Subject: Proposal for [Presentation Title]  

I hope this letter finds you well. I am writing to propose a PowerPoint 

presentation titled "[Presentation Title]," which aims to [briefly state 

the purpose and objectives of the presentation].  

**Overview:**  

In this presentation, I will cover the following key points:  

1. [Key Point 1]  

2. [Key Point 2]  

3. [Key Point 3]  

**Target Audience:**  

The presentation is designed for [describe your target audience].  

**Duration:**  

The proposed duration of the presentation is [duration] minutes.  

**Proposed Date:**  

I suggest scheduling this presentation for [proposed date], but I am open 

to adjusting to a time that is most convenient for you.  

I believe this presentation will be beneficial for [explain the benefits 

to the recipient or their organization]. I am looking forward to the 

possibility of discussing this proposal further.  

Thank you for considering my proposal. I hope to hear from you soon.  

Sincerely,  

[Your Name]  

[Your Title/Position]  

[Your Organization] 


