
Proposal for New Policy Report 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Organization] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Recipient's Name] 

[Recipient's Position] 

[Recipient's Organization] 

[Recipient's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to propose the development of a new policy 

report that aims to address [specific issue or topic]. This report will provide valuable insights and 

recommendations that can guide decision-making processes in our organization. 

The key objectives of the proposed report will include: 

• Analyzing current policies and their effectiveness 

• Identifying gaps and areas for improvement 

• Engaging stakeholders for comprehensive input 

• Developing actionable recommendations 

To accomplish these objectives, I propose a timeline of [insert timeline] and a budget of [insert 

budget]. I believe that this report will greatly benefit [mention the target audience or 

stakeholders]. 

I would appreciate the opportunity to discuss this proposal further at your earliest convenience. 

Thank you for considering this important initiative. 

Sincerely, 

[Your Name] 


