
[Your Name]  

[Your Title]  

[Your Company]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Recipient's Company]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: Proposal for [Brief Description of Proposal]  

I am writing to present a proposal that outlines a mutually beneficial 

opportunity for [Recipient's Company]. At [Your Company], we specialize 

in [briefly describe your business/service], and we believe that 

partnering with you can yield significant advantages for both our 

organizations.  

[Introduce the proposal: Explain the purpose, objectives, and benefits in 

a concise manner.]  

Our proposed plan includes:  

1. [Key Point #1]  

2. [Key Point #2]  

3. [Key Point #3]  

We anticipate that this collaboration will lead to [projected outcomes or 

advantages]. I have attached a detailed proposal for your review.  

I would appreciate the opportunity to discuss this proposal further. 

Please let me know a convenient time for us to meet or have a call.  

Thank you for considering this proposal. I look forward to your positive 

response.  

Sincerely,  

[Your Name]  

[Your Title]  

[Your Company]  

[Your Signature (if sending a hard copy)]  

[Attachment: Detailed Proposal] 


