
Subject: Collaborative Initiative for 

Upcoming Event 

Dear [Partner's Name], 

I hope this message finds you well. As we approach the upcoming [Event Name] scheduled for 

[Event Date], we are excited about the potential for collaboration between [Your Organization 

Name] and [Partner's Organization Name]. 

Our goal is to [briefly outline the goal of the collaboration], and we believe that together we can 

create an impactful experience for all participants. 

We would like to propose a planning meeting to discuss our ideas and finalize the details. Please 

let us know your availability within the next week so we can coordinate our schedules. 

Thank you for considering this collaborative opportunity. We look forward to the possibility of 

working together to make [Event Name] a success. 

Warm regards, 

[Your Name] 

[Your Position] 

[Your Organization Name] 

[Your Contact Information] 


