
[Your Name]  

[Your Title]  

[Your Company]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Recipient Company]  

[Recipient Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Proposal for [Project/Service Name]  

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

[Recipient Company] regarding [briefly state the purpose of the 

proposal]. Our goal is to [provide a solution, improve processes, enhance 

productivity, etc.].  

**Project Overview:**  

In this section, briefly describe the project, its objectives, and the 

expected outcomes. 

**Proposed Solution:**  

Outline the proposed solution or service that you believe will meet the 

needs of the recipient. Include any relevant details that demonstrate the 

value of your proposal. 

**Timeline:**  

Provide an estimated timeline for the project, including key milestones 

and deadlines. 

**Cost Estimate:**  

Include a rough estimate of costs associated with this proposal, breaking 

down major expenses if possible. 

**Conclusion:**  

We believe that this collaboration can yield significant benefits for 

both our organizations. I look forward to discussing this proposal in 

more detail and exploring how we can work together. 

Thank you for considering our proposal. Please feel free to reach out to 

me at [Your Phone Number] or [Your Email Address] to schedule a meeting. 

Sincerely,  

[Your Name]  

[Your Title]  

[Your Company] 


