
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Company/Organization Name]  

[Company/Organization Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: Proposal for [Project/Initiative Name]  

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

collaboration between [Your Company/Organization Name] and [Recipient's 

Company/Organization Name] regarding [briefly describe the project or 

initiative].  

Our objective is to [state the main goal of the project, e.g., improve 

community engagement, develop a new product, etc.], which we believe 

aligns with [Recipient's Company/Organization Name]'s mission and values.  

We have identified several key benefits that this partnership can 

provide:  

1. [Benefit 1]  

2. [Benefit 2]  

3. [Benefit 3]  

To give you a clearer picture of our proposal, I have included a detailed 

plan that outlines the scope, timeline, and anticipated outcomes. We are 

eager to discuss this in more detail and explore how we can work together 

effectively.  

I propose we schedule a meeting at your earliest convenience to discuss 

this proposal further. Please let me know a suitable time for you.  

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

possibility of collaborating with you.  

Best regards,  

[Your Name]  

[Your Position]  

[Your Company/Organization Name]  

[Your Company/Organization Website] 


