
[Your Name]  

[Your Title]  

[Your Organization]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Recipient Organization]  

[Recipient Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

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

[Your Title] at [Your Organization]. We have been closely following the 

remarkable work your team at [Recipient Organization] has been doing in 

[specific area/field].  

I am reaching out to propose a collaborative project that aims to 

[briefly state the project goal or purpose]. We believe that our combined 

expertise could lead to significant advancements in [specific area or 

outcome].  

We would like to formally request a collaborative discussion regarding 

this project. I propose we schedule a meeting at your earliest 

convenience to explore potential synergies and outline the objectives and 

expected outcomes of our collaboration.  

Please let me know your available dates and times for the meeting. We are 

excited about the possibility of working together and look forward to 

your positive response.  

Thank you for considering this proposal.  

Sincerely,  

[Your Name]  

[Your Title]  

[Your Organization] 


