
Proposal Submission Letter 

Date: [Insert Date] 

[Your Name] 

[Your Title] 

[Your Organization] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Recipient's Name] 

[Recipient's Title] 

[Institution Name] 

[Institution Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to formally submit our proposal for funding titled "[Proposal Title]" which aims to 

[briefly describe the purpose of the proposal]. We believe that this project aligns well with 

[mention how it relates to the institution's priorities or missions]. 

The total funding request is [insert amount requested], which will be used to [outline key 

activities of the project]. We have attached the detailed proposal, budget, and supporting 

documents for your review. 

We appreciate your consideration of our request and look forward to the possibility of 

collaborating with [Institution Name] to make a significant impact in our community. 

Thank you for your attention to this important matter. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Organization] 

Attachments: Proposal, Budget, Supporting Documents 


