
Collaboration Proposal for Event Planning 

Assistance 

Date: [Insert Date] 

From: [Your Name]  

[Your Address]  

[City, State, Zip]  

[Your Email]  

[Your Phone Number] 

To: [Recipient's Name]  

[Recipient's Position]  

[Company/Organization Name]  

[Company Address]  

[City, State, Zip] 

Dear [Recipient's Name], 

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

with [X years] of experience in organizing successful events ranging from corporate gatherings 

to private celebrations. I am reaching out to propose a collaboration that I believe could greatly 

benefit [Recipient's Company/Organization]. 

As the event planning industry continues to grow, I understand the importance of having a 

reliable partner to ensure that every detail is flawlessly executed. I offer a range of services, 

including but not limited to: 

• Event concept development 

• Budget management 

• Vendor coordination 

• Logistics and scheduling 

• On-site management 

I am particularly impressed by [specific aspect of the recipient's work or organization], and I 

believe that by combining our strengths, we can create remarkable experiences for your clients 

and stakeholders. 

I would love the opportunity to discuss this proposal in more detail and explore how we can 

work together to enhance your upcoming events. Please let me know a suitable time for you, and 

I will do my best to accommodate. 

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



Sincerely, 

[Your Name]  

[Your Company Name]  

[Your Website or Portfolio Link] 


