
Contingency Planning Capacity Proposal 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Client's Name] 

[Client's Company] 

[Client's Address] 

[City, State, Zip Code] 

Subject: Freelance Capacity Planning for Contingency 

Needs 

Dear [Client's Name], 

I hope this letter finds you well. I am writing to outline my capacity as a freelance professional to 

assist with your contingency planning needs. Given my experience in [specific area of expertise], 

I am confident that I can contribute effectively to your project. 

Understanding Your Needs 

To successfully navigate potential challenges, I propose to develop a comprehensive capacity 

plan that will address your operational contingencies. My approach will include the following: 

• Assessment of existing capacities and resources 

• Identification of potential risks and challenges 

• Strategic recommendations for resource allocation 

Proposed Timeline 

The timeline for this planning process will be [insert proposed timeline], and I am flexible to 

adjust according to your schedule. 



Compensation 

My proposed compensation for this project is [insert your rate and payment terms]. I believe this 

reflects the value I can bring to your organization. 

Thank you for considering my proposal. I look forward to the opportunity to discuss this further 

and assist you in ensuring your contingency plans are robust and effective. 

Sincerely, 

[Your Name] 


