
Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Organization] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Recipient Name] 

[Recipient Position] 

[Recipient Organization] 

[Recipient Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

I hope this letter finds you well. I am writing to propose a collaborative venture between [Your 

Organization] and [Recipient Organization]. We believe that by working together, we can 

achieve [specific goals or outcomes]. 

Our shared interests in [briefly mention common interests or goals] position us well to explore 

this opportunity. I envision a partnership where we can [explain potential collaboration], 

benefiting both organizations and the community we serve. 

I would like to suggest a meeting to discuss this proposal in detail. Please let me know your 

availability, and I will do my best to accommodate. Thank you for considering this opportunity 

for collaboration. 

Looking forward to your positive response. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization] 


