
[Your Organization's Letterhead]  

[Date]  

[Recipient Name]  

[Recipient Title/Organization]  

[Recipient Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

I hope this letter finds you well. My name is [Your Name], and I am [Your 

Title/Position] at [Your Organization]. I am writing to introduce our new 

outreach program, [Program Name], which aims to [briefly describe the 

purpose of the outreach program].  

At [Your Organization], we believe that [insert a statement reflecting 

your organization's mission or values related to the outreach program]. 

Our goal with this program is to [outline the specific goals or 

objectives of the outreach program]. 

We are eager to collaborate with community stakeholders and organizations 

like yours to maximize the impact of our efforts. We believe that by 

working together, we can [mention a mutual benefit or outcome of 

collaboration]. 

I would love the opportunity to discuss this program further and explore 

ways we can work together to support our community. Please let me know a 

convenient time for us to connect, or feel free to reach out directly at 

[Your Phone Number] or [Your Email Address]. 

Thank you for considering this collaboration opportunity. I look forward 

to hearing from you soon! 

Warm regards,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

[Your Title/Position]  

[Your Organization]  

[Your Phone Number]  

[Your Email Address]  

[Your Organization's Website] (optional) 


