
[Your Name] 

[Your Position] 

[Your Company] 

[Your Email] 

[Date] 

[Recipient's Name] 

[Recipient's Position] 

[Recipient's Company] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to propose an initiative to enhance our 

collaboration efforts between [Your Company] and [Recipient's Company]. 

Over the past [time period], I have noticed several areas where we can work more effectively 

together to achieve our mutual goals. Specifically, I believe that by [briefly outline specific 

improvement areas], we can significantly enhance our productivity and outcomes. 

I would love the opportunity to discuss this in further detail and explore potential strategies that 

could benefit both parties. Would you be available for a meeting next week to discuss this?" 

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

Warm regards, 

[Your Name] 

[Your Position] 

[Your Company] 


