
[Your Name]  

[Your Title]  

[Your Company/Organization]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Recipient Company/Organization]  

[Recipient Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Proposal for [Project Name]  

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

collaborative project that aims to [briefly describe the purpose of the 

project].  

Overview of the Project:  

[Provide a brief overview of the project, including objectives and 

expected outcomes.]  

Objectives:  

1. [Objective 1]  

2. [Objective 2]  

3. [Objective 3]  

Proposed Timeline:  

[Provide a timeline for the project, including key milestones and 

deadlines.]  

Budget:  

[Provide a high-level budget that outlines the funding required for the 

project.]  

We believe that this project aligns with [mention how it fits with the 

recipient's goals or interests] and presents an excellent opportunity for 

collaboration. I am eager to discuss this proposal further and explore 

how we can work together.  

Thank you for considering our proposal. I look forward to your response.  

Sincerely,  

[Your Name]  

[Your Title]  

[Your Company/Organization] 


