
[Your Name]  

[Your Title]  

[Your Company Name]  

[Your Company Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Recipient Company Name]  

[Recipient Company Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

I hope this letter finds you well. I am writing to propose a 

collaboration between [Your Company Name] and [Recipient Company Name].  

**Introduction**  

[Briefly introduce your company and its mission, along with any relevant 

background information.] 

**Objective**  

[Clearly state the purpose of the proposal and what you hope to achieve 

through this collaboration.] 

**Proposed Solution**  

[Outline the proposed project, service, or partnership and how it 

addresses the needs or goals of the recipient.] 

**Benefits**  

[List the benefits of the proposed collaboration for both parties, 

including potential outcomes and value-added services.] 

**Timeline**  

[Provide a general timeline for the proposed project, including key 

milestones and completion dates.] 

**Budget**  

[Include a brief overview of the budget or financial implications if 

applicable.] 

**Conclusion**  

I believe that this collaboration has the potential to be mutually 

beneficial, and I would appreciate the opportunity to discuss this 

proposal in further detail.  

Thank you for considering this opportunity. I look forward to your 

positive response.  

Sincerely,  

[Your Name]  

[Your Title]  

[Your Company Name] 


