
[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. I am writing to propose a potential 

collaboration between [Your Organization] and [Recipient Organization] on 

[specific project or initiative].  

[Briefly introduce your organization and its mission, and explain the 

relevance of the proposed project to both parties.]  

We believe that by combining our resources and expertise, we can achieve 

[describe the anticipated outcomes and benefits of the collaboration].  

I would love the opportunity to discuss this project in more detail and 

explore how we can work together effectively. Please let me know your 

availability for a meeting, or feel free to suggest a time that works 

best for you.  

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

possibility of partnering with you on this exciting venture.  

Warm regards,  

[Your Name]  

[Your Title]  

[Your Organization]  

[Your Contact Information] 


