
[Your Name]  

[Your Position]  

[Your Company/Organization]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Recipient's Company/Organization]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: Proposal Submission for [Project Title/Description]  

I am writing to submit our proposal for [brief description of the project 

or purpose]. We believe that [brief rationale for your proposal, 

highlighting its significance].  

Overview:  

- [Summarize key points of the proposal.]  

- [List any relevant experience or qualifications.]  

- [Mention any unique approaches or methodologies.]  

Key Deliverables:  

1. [Deliverable 1]  

2. [Deliverable 2]  

3. [Deliverable 3]  

Timeline:  

- [Provide a brief timeline of key milestones.]  

Budget:  

- [Summarize budget details or mention attached budget breakdown.]  

We are excited about the opportunity to collaborate with [Recipient's 

Company/Organization] and look forward to discussing this proposal 

further. Please find attached the full proposal document for your review.  

Thank you for considering our proposal.  

Sincerely,  

[Your Name]  

[Your Position]  

[Your Company/Organization] 


