
[Your Name]  

[Your Position]  

[Your Company Name]  

[Your Company Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Position]  

[Recipient Company Name]  

[Recipient Company Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: [Proposal Subject]  

I hope this letter finds you well.  

[Introduction: Briefly introduce yourself and your company. State the 

purpose of the letter.]  

[Body: Describe the proposal in detail. Highlight the benefits, 

objectives, and any necessary supporting information. Be concise and 

persuasive.]  

[Conclusion: Summarize the main points, express your hope for 

collaboration, and provide a call to action.]  

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

response.  

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

[Your Position]  

[Your Company Name] 


