
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Superintendent's Name]  

[School District Name]  

[School District Address]  

[City, State, Zip Code]  

Dear [Superintendent's Name],  

Subject: Proposal for [Brief Description of Proposal]  

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

summarize the proposal in one or two sentences].  

[Paragraph 1: Introduce the proposal in detail - what it is, why it is 

necessary, and any pertinent statistics or facts that support your 

argument.]  

[Paragraph 2: Discuss the benefits of the proposal for the school 

district, students, teachers, and community. Include any potential 

positive outcomes and how this aligns with the district's goals.]  

[Paragraph 3: Outline the implementation plan, including any timelines, 

resources needed, and stakeholders involved. Mention any budgeting and 

funding options if applicable.]  

[Paragraph 4: Offer to meet to discuss the proposal further and provide 

any additional information that may be needed.]  

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

opportunity to discuss it with you and explore how we can work together 

to benefit our students and community.  

Sincerely,  

[Your Name]  

[Your Position/Title] (if applicable)  

[Your Organization/School Name] (if applicable) 


