
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Position]  

[Company Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Proposal for [Project/Service Name]  

I hope this message finds you well. I am writing to propose [briefly 

state the purpose of the proposal, e.g., a new service, project idea, 

collaboration, etc.].  

[Paragraph 1: Introduce the problem or opportunity that your proposal 

addresses.]  

[Paragraph 2: Provide details on your proposal, including objectives, 

methodology, and expected outcomes.]  

[Paragraph 3: Highlight your qualifications or experiences that make you 

a suitable candidate to execute this proposal.]  

[Paragraph 4: Include any relevant timelines, budget estimates, or 

resources needed.]  

I believe that this proposal aligns well with [Recipient Company]'s goals 

and will deliver significant value. I am looking forward to discussing 

this further and exploring how we can work together.  

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

me at [your phone number] or [your email] should you have any questions 

or require additional information.  

Sincerely,  

[Your Name]  

[Your Position or Title]  

[Your Company Name] 


