
[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.  

[Introduction: Introduce yourself and your company, and briefly state the 

purpose of the letter.]  

[Body Paragraph 1: Explain why a partnership would be beneficial for both 

companies. Highlight shared goals, values, or mission statements.]  

[Body Paragraph 2: Provide specific examples of potential collaboration, 

including ideas for projects, initiatives, or events that could leverage 

both companies' strengths.]  

[Body Paragraph 3: Address any potential concerns and present solutions 

or support to facilitate the partnership.]  

[Closing: Reiterate your enthusiasm for the potential partnership and 

suggest a follow-up meeting or call to discuss the opportunity further.]  

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

response.  

Sincerely,  

[Your Name]  

[Your Position]  

[Your Company] 


