
[Your Name]  

[Your Title]  

[Your Organization]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Recipient's Organization]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: Proposal for [Project Title/Description]  

I hope this letter finds you well. I am writing to propose a 

collaboration on [briefly describe the project or initiative], which 

aligns closely with our shared goals and values.  

**Introduction**  

In this section, provide background information about your organization 

and the context of the proposal. Highlight any relevant experiences that 

establish your credibility.  

**Objectives**  

Clearly outline the objectives of the proposed project. Specify what you 

aim to achieve through this collaboration.  

**Project Details**  

- **Scope of Work:** Describe the specific activities and tasks involved 

in the project.  

- **Timeline:** Provide a proposed timeline for each phase of the 

project.  

- **Budget:** Include a brief overview of the estimated budget, with 

categories for major expenses.  

- **Deliverables:** List the expected outcomes and deliverables at each 

stage of the project.  

**Benefits**  

Explain the potential benefits of the project for all parties involved, 

including any positive impacts on the community or stakeholders.  

**Conclusion**  

Reiterate your enthusiasm for the project and your desire to work 

together. Encourage the recipient to reach out with any questions or for 

further discussion.  

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

opportunity to collaborate with [Recipient's Organization] to make a 

positive impact.  

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

[Your Title]  

[Your Organization] 


