
Proposal Request 

[Your Name] 

[Your Position] 

[Your Company/Organization] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Recipient's Position] 

[Recipient's Company/Organization] 

[Recipient's Address] 

[City, State, Zip Code] 

Subject: Proposal Request for [Project/Service Name] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request a proposal for [briefly 

describe the project or service you are seeking]. Our organization is looking for a reliable partner 

to assist us in achieving [describe the objectives or goals]. 

We would appreciate it if you could provide us with a detailed proposal that includes the 

following information: 

• Overview of your company and qualifications 

• Proposed solutions and methodology 

• Timeline for implementation 

• Cost estimates 

• References from past clients 



Please submit your proposal by [deadline date]. We are excited about the potential for 

collaboration and look forward to your response. 

Thank you for considering this request. Should you have any questions or need further 

information, please do not hesitate to contact me directly. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company/Organization] 


