
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Company/Organization Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: Proposal for [Project/Service Title]  

I am writing to propose [briefly describe the project or service you are 

offering]. We believe that this initiative will [mention the benefits or 

goals of the proposal].  

Overview:  

- Objective: [State the main objective of the proposal]  

- Expected Outcomes: [List expected outcomes or benefits]  

Attached to this letter is an XLS spreadsheet containing detailed 

information regarding [financial projections, budget breakdown, 

timelines, etc.].  

Proposed Timeline:  

- [Milestone 1]  

- [Milestone 2]  

- [Milestone 3]  

Budget Overview:  

- Total Cost: [insert total cost]  

- Funding Sources: [if applicable, mention funding sources]  

We are confident that this proposal aligns with your objectives and look 

forward to the opportunity to discuss it in further detail.  

Thank you for considering our proposal. I look forward to your response.  

Sincerely,  

[Your Name]  

[Your Position]  

[Your Company/Organization Name] 


