
Project Proposal Request 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Recipient Name] 

[Recipient Position] 

[Recipient Company] 

[Recipient Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

I hope this message finds you well. I am writing to formally request a tailored project proposal 

for [briefly describe the project or purpose]. We believe that your expertise in [specific field or 

industry] could help us achieve our goals effectively. 

The key objectives of the project include: 

• [Objective 1] 

• [Objective 2] 

• [Objective 3] 

We would appreciate it if you could provide a detailed proposal that encompasses the following 

elements: 

• Project Scope 

• Timeline 

• Budget Estimate 

• Team Composition 

We look forward to receiving your proposal by [insert deadline]. Thank you for considering our 

request. Please feel free to reach out if you have any questions or need further information. 

Sincerely, 



[Your Name] 

[Your Position] 

[Your Company] 


