
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Company Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

I hope this letter finds you well. I am writing to you to express my 

enthusiasm for [specific purpose - e.g., a collaboration opportunity, a 

project, etc.]. Having followed [Recipient's Company/Work] for some time, 

I am impressed by [specific achievement or quality]. 

[Paragraph explaining your background or connection to the subject 

matter, including why you are reaching out and what you can offer.] 

I believe that together we can [mention potential outcome or 

collaboration benefits]. I am eager to explore this possibility further 

and to discuss how we might work together. 

Please let me know a convenient time for you to connect. I am looking 

forward to the opportunity to collaborate. 

Thank you for considering my proposal. 

Warm regards,  

[Your Name]  

[Your Title/Position]  

[Your Company/Organization] (if applicable)  

[Your LinkedIn Profile] (optional) 


