
[Your Name]  

[Your Position]  

[Your Company]  

[Company Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Position]  

[Recipient Company]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Proposal for Service Upgrade  

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

our current service agreement, which I believe will enhance our 

partnership and improve the overall efficiency and effectiveness of your 

operations.  

[Briefly describe the current service arrangement and the need for the 

upgrade.]  

With the evolving needs of [Recipient Company] and the advancements in 

technology, we propose the following enhancements to the service:  

1. **[Upgrade Feature 1]**  

 - Description: [Provide a brief explanation of the feature and its 

benefits.] 

2. **[Upgrade Feature 2]**  

 - Description: [Provide a brief explanation of the feature and its 

benefits.] 

3. **[Upgrade Feature 3]**  

 - Description: [Provide a brief explanation of the feature and its 

benefits.] 

The proposed upgrades will result in [explain the advantages the 

recipient will gain from the upgrade, such as increased efficiency, cost 

savings, etc.].  

We believe that with these enhancements, [Recipient Company] will be able 

to achieve [specific goals or improvements].  

I would appreciate the opportunity to discuss this proposal in detail at 

your earliest convenience. Please let me know a suitable time for us to 

connect.  

Thank you for considering our proposal. We look forward to continuing our 

successful partnership and bringing these improvements to your service.  

Best regards,  

[Your Name]  

[Your Position]  

[Your Company] 


