
[Your Name]  

[Your Position]  

[Your Company]  

[Your Address]  

[City, State, ZIP Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Recipient's Company]  

[Recipient's Address]  

[City, State, ZIP Code]  

Dear [Recipient's Name],  

Subject: Proposal for [Project/Initiative Name]  

I am writing to propose [brief description of the proposal]. This 

initiative aims to [brief overview of objectives and benefits].  

Key points of the proposal include:  

1. [Point 1]  

2. [Point 2]  

3. [Point 3]  

I believe this proposal will significantly [impact or benefit to the 

recipient's company/department]. I would appreciate the opportunity to 

discuss this in further detail.  

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

Sincerely,  

[Your Name]  

[Your Position] 


