
[Your Name]  

[Your Position]  

[Your Company]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Recipient's Company]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

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

collaborative opportunity between [Your Company] and [Recipient's 

Company] that I believe could be mutually beneficial.  

[Briefly introduce your company and your role, followed by a sentence or 

two about the purpose of the proposal.]  

Our proposal focuses on [specific details about the project or 

collaboration], which aims to [describe the goals and potential impact]. 

We believe that together, we can [state the benefits to both parties 

involved].  

To achieve this, we plan to [outlining key strategies, methods, or 

approaches]. Additionally, we foresee the required resources as [mention 

resources, timeframes, and potential investment].  

I would love to discuss this proposal in further detail and explore how 

we can align our efforts for greater impact. Please let me know your 

availability for a meeting at your earliest convenience.  

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

possibility of working together.  

Best regards,  

[Your Name]  

[Your Position]  

[Your Company]  

[Your Phone Number]  

[Your Email Address] 


