
[Your Company Letterhead]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Recipient's Company]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: Proposal for [Project/Service Name]  

I am writing to propose [briefly describe the project/service]. Our goal 

is to [explain the purpose and expected outcome].  

Overview:  

- Background: [Provide context or background information]  

- Objectives: [List key objectives of the proposal]  

- Approach: [Briefly describe your approach or methodology]  

Budget:  

- Total Estimated Cost: [Insert amount]  

- Breakdown:  

 - [Item 1: Cost]  

 - [Item 2: Cost]  

 - [Item 3: Cost]  

Timeline:  

- Start Date: [Insert date]  

- Completion Date: [Insert date]  

I believe that with our expertise in [your area of expertise], we can 

successfully achieve the objectives outlined above. I look forward to 

discussing this proposal in further detail and exploring the potential 

for collaboration.  

Thank you for considering our proposal. Please feel free to contact me at 

[Your Phone Number] or [Your Email Address] should you have any questions 

or require additional information.  

Sincerely,  

[Your Name]  

[Your Title]  

[Your Company]  

[Your Phone Number]  

[Your Email Address] 


