
[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Recipient's Job Title] 

[Company/Organization Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. My name is [Your Name], and I am [your position or title] at 

[your company/organization]. We are currently exploring potential collaborations for a project 

that aligns with our goals of [briefly state project objectives or mission]. 

I am writing to inquire whether [Recipient's Company/Organization] would be interested in 

submitting a project proposal for [brief description of the project]. We believe that your expertise 

in [mention specific area or field] could significantly contribute to the success of this initiative. 

If you are interested, we would love to schedule a meeting to discuss this further and provide you 

with additional details. Please let us know your availability, and we can arrange a convenient 

time for both parties. 

Thank you for considering this opportunity. We look forward to your response. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Your Company/Organization] 


