
[Your Name]  

[Your Position]  

[Your Company]  

[Your Company Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Position]  

[Recipient Company]  

[Recipient Company Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Proposal for [Brief Description of the Proposal]  

I am writing to propose a collaboration between [Your Company] and 

[Recipient Company] that aims to [describe the purpose of the proposal, 

e.g., enhance service offerings, increase market reach].  

Our team has identified that [briefly explain the opportunity or problem 

that your proposal addresses]. We believe that by working together, we 

can [explain the potential benefits and value of the collaboration].  

To outline our proposal, we suggest the following key components:  

1. [Component 1: Brief Description]  

2. [Component 2: Brief Description]  

3. [Component 3: Brief Description]  

We anticipate that this collaboration will result in [describe expected 

outcomes, e.g., increased revenue, enhanced customer satisfaction].  

I would be delighted to discuss this proposal further at your 

convenience. Thank you for considering this opportunity.  

Sincerely,  

[Your Name]  

[Your Position]  

[Your Company]  

[Your Website] (if applicable) 


