
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Recipient Organization]  

[Recipient Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Proposal for [Project/Service Name]  

I am writing to propose [brief description of the project/service] to 

[Recipient Organization's Name]. The objective of this proposal is to 

[state the main goals and benefits].  

**1. Background**  

[Provide context for your proposal, including any relevant information 

about the issue or opportunity that prompted the project.]  

**2. Project Description**  

[Detail the project, outlining its objectives, scope, timeline, and 

deliverables.]  

**3. Budget**  

[Provide a summary of the budget requirements and funding sources, if 

applicable.]  

**4. Conclusion**  

[Summarize the anticipated impact and importance of the project/service, 

and express your hope for further discussion.]  

Thank you for considering this proposal. I look forward to the 

opportunity to discuss this in further detail.  

Sincerely,  

[Your Name]  

[Your Title]  

[Your Organization] 


