
[Your Name]  

[Your Position]  

[Your Company]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Position]  

[Recipient Company]  

[Recipient Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Proposal for [Project/Service Name]  

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

describe the project or service]. Our team at [Your Company] has 

identified an opportunity that aligns with your needs and objectives.  

[Introduce the project/service in more detail, explaining its benefits 

and relevance to the recipient's business.]  

We believe that our proposal will [highlight how it addresses the 

recipient's specific challenges or goals]. Our approach includes [list 

key strategies or methodologies].  

The estimated timeline for the project is [insert timeline], and the 

budget is projected to be [insert budget estimates]. We are confident 

that our expertise will lead to successful outcomes.  

I would appreciate the opportunity to discuss this proposal in more 

detail at your convenience. Please feel free to contact me at [your phone 

number] or [your email address].  

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

possibility of collaborating with you.  

Warm regards,  

[Your Signature (if sending a hard copy)]  

[Your Name]  

[Your Position]  

[Your Company] 


