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Introduction 

A proposal cover letter basically is written to a company by another company to join hands. Basically 

the company that writes the letter wants to crack a deal or help the other company with their 

services. In this way they try to create a friendly working bond. The cover letter contains all the 

necessary details about the company and its services, which is going ahead with the proposal. Once 

again this is a formal letter and has to be written in a precise manner. 

Proposal Cover Letter Tips 

Here are some of the helpful tips to write a Proposal Cover Letter 

• Write the letter well without any mistakes 

• Do not make unnecessary spelling mistakes and grammar errors 

• Write all details in a simple language so that the reader understands 

• Do not cut the flow of the letter in the middle and deviate to another topic 

• Make sure you are writing all necessary services about your company 
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Sample Proposal Cover Letter 

From,   

__________  

__________ 

__________ 

__________ 

           

Date: _____ (Date on Which Letter is Written) 

To,  

__________  

__________  

__________ 

__________ 

Subject:  Proposal Cover Letter 

Dear XYZ, 

I am writing this letter to you to bring to your notice that we have been a top distributor of aluminum 

and steel pulleys that are sued for construction work at construction sites. We recently got the news 

that you were looking for some reliable pulley suppliers and considering that requirement I, the 

supply manager of XYZ Company is writing this letter to you.  

We give you assurance that we would give you proper round the clock service and also out materials 

are the best in the market and will certainly make your work burden less. In case you want to study 

about our company in details you can check the attached catalog along with this brochure. 

Thanking You  

Yours truly, 

Name and Signature 
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Proposal Cover Letter Template 

From,  

__________  

__________ 

__________ 

__________ 

           

Date: _____ (Date on Which Letter is Written) 

To,  

__________  

__________  

__________ 

__________ 

Subject:  Proposal Cover Letter 

Dear _____(Sir or Madam), 

 Myself. …………….(name of the person) is writing this letter to CEO Mr. ………….(name of the CEO) of 

………………(name of the company) in order to propose to him about the services that we offer to 

leading construction companies in the country. After a detailed study about your company we came 

to conclusion and would wish to crack a deal with you. As both our companies are in the construction 

line, we would surely benefit and gain profit if we worked together. 
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If you agree with this proposal then kindly let us know via email or you can write a letter to us. 

Yours Truly,  

Name of the company 

Sign of the Manager 
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Disclaimer 

 
The author and publisher of this Ebook and the accompanying materials have used their best efforts in preparing this Ebook. The author and publisher 

make no representation or warranties with respect to the accuracy, applicability, fitness, or completeness of the contents of this Ebook. The information 

contained in this Ebook is strictly for educational purposes. Therefore, if you wish to apply ideas contained in this Ebook, you are taking full responsibility 

for your actions. 

The author and publisher disclaim any warranties (express or implied), merchantability, or fitness for any particular purpose. The author and publisher 

shall in no event be held liable to any party for any direct, indirect, punitive, special, incidental or other consequential damages arising directly or 

indirectly from any use of this material, which is provided “as is”, and without warranties. 

The author and publisher do not warrant the performance, effectiveness or applicability of any sites listed or linked to in this Ebook. 

All links are for information purposes only and are not warranted for content, accuracy or any other implied or explicit purpose. 

No part of this may be copied, sold, or used in any way other than what is outlined within this Ebook under any circumstances without express 

permission from www.letters.org 


