
Staffing Services Proposal for Administrative 

Roles 

Date: [Insert Date] 

To: [Client's Name] 

Company: [Client's Company Name] 

Address: [Client's Address] 

Dear [Client's Name], 

We are pleased to present our proposal for staffing services tailored specifically for 

administrative roles within your organization. At [Your Company Name], we understand the 

critical importance of finding skilled and reliable administrative professionals who can 

contribute to your operational efficiency and overall success. 

Our Staffing Solutions 

• Comprehensive Screening Process 

• Access to a Large Talent Pool 

• Customized Candidate Matching 

• Ongoing Support and Communication 

Why Choose Us 

With [Number] years of experience in the staffing industry, we have developed a deep 

understanding of the needs of our clients and the qualifications required for successful 

administrative roles. Our commitment to excellence and client satisfaction sets us apart. 

Next Steps 

We would be delighted to discuss this proposal further and explore how we can assist you in 

fulfilling your staffing needs. Please feel free to contact us at [Your Phone Number] or [Your 

Email Address] to schedule a meeting at your convenience. 

Thank you for considering [Your Company Name] as your staffing partner. We look forward to 

the opportunity to work together. 

Sincerely, 

[Your Name] 



[Your Title] 

[Your Company Name] 

[Your Company Address] 

[Your Phone Number] 

[Your Email Address] 


