
Letter of Request for Collaboration 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Company Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient Name] 

[Recipient Position] 

[Recipient Company Name] 

[Recipient Company Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

I hope this message finds you well. I am writing to propose a potential collaboration for our 

upcoming corporate event scheduled for [Event Date]. We believe that partnering with 

[Recipient Company Name] would greatly enhance the experience for our attendees and bring 

mutual benefits to both our organizations. 

The event will focus on [briefly describe the theme or purpose of the event], and we envision 

opportunities for collaboration such as [mention specific areas of collaboration, e.g., sponsorship, 

co-hosting, workshops, etc.]. We are confident that your expertise and brand would resonate well 

with our audience. 

We would love the opportunity to discuss this collaboration further and explore how we can 

work together effectively. Please let us know your availability for a meeting or a call in the 

upcoming weeks. 

Thank you for considering this proposal. I look forward to the possibility of collaborating with 

[Recipient Company Name]. 



Best regards, 

[Your Name] 

[Your Position] 

[Your Company Name] 


