
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Job Title]  

[Company/Organization Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

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

proposal for a UX design project that I believe can significantly enhance 

[describe the goal or purpose briefly].  

[Introduction Paragraph: Briefly outline the context and importance of 

the project.]  

[Project Overview: Provide a detailed description of the project, 

including objectives, target audience, and key features.]  

[Timeline: Outline the proposed timeline for the project, including key 

milestones and deadlines.]  

[Budget: Present an estimated budget, including costs associated with 

design, development, and any other relevant expenses.]  

[Conclusion: Encourage a response by inviting the recipient to discuss 

the proposal further.]  

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

to collaborate on this exciting project.  

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

[Your Job Title/Position]  

[Your Company Name] (if applicable) 


