
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Company/Organization Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: Proposal for [Project/Service Name]  

I hope this letter finds you well. I am writing to present a proposal for 

[briefly describe the project or service], which I believe will greatly 

benefit [mention the recipient's company/organization].  

[Introduce the problem or opportunity your proposal addresses and explain 

its significance.]  

Our proposed solution includes:  

1. [Key Point/Feature 1]  

2. [Key Point/Feature 2]  

3. [Key Point/Feature 3]  

We estimate that the implementation of this project would yield [briefly 

explain expected outcomes or benefits]. The total cost for this project 

would be [provide cost estimate], and the expected timeline is [mention 

timeframe].  

I would appreciate the opportunity to discuss this proposal further and 

explore how we can collaborate to achieve the desired outcome. Please let 

me know your available times for a meeting.  

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

Sincerely,  

[Your Name]  

[Your Title/Position]  

[Your Company/Organization Name] 


