
[Your Name]  

[Your Position]  

[Your Company]  

[Your Address]  

[City, State, ZIP Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Position]  

[Recipient Company]  

[Recipient Address]  

[City, State, ZIP Code]  

Dear [Recipient Name],  

I hope this letter finds you in great spirits! My name is [Your Name], 

and I am [Your Position] at [Your Company]. We specialize in [briefly 

describe your services/products] and are passionate about [company 

mission or aim relevant to the recipient].  

I am reaching out to explore a potential collaboration between our 

companies. I believe that together we can [explain the benefit of 

collaboration, e.g., enhance brand visibility, reach new audiences, 

etc.]. With [mention any relevant achievement, statistic, or unique 

selling point], we are confident in our ability to contribute positively 

to [Recipient Company]'s goals. 

We would love to discuss how we can create a mutually beneficial 

partnership. Are you available for a brief meeting in the coming weeks? I 

am looking forward to the opportunity to connect and exchange ideas on 

how to elevate our brands together. 

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

reply. 

Warm regards,  

[Your Name]  

[Your Position]  

[Your Company]  

[Your Company's Website]  

[Social Media Links, if applicable] 


