
Collaboration Inquiry for Educational 

Workshop Planning 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Organization] 

[Your Address] 

[City, State, Zip Code] 

[Your Email] 

[Your Phone Number] 

 

[Recipient's Name] 

[Recipient's Position] 

[Recipient's Organization] 

[Recipient's Address] 

[City, State, Zip Code] 

 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to explore potential collaboration opportunities 

between [Your Organization] and [Recipient's Organization] in planning an educational 

workshop aimed at [briefly describe the workshop's purpose]. 

Our organization has a strong commitment to [mention your organization's mission or goals], 

and we believe that partnering with you would enhance the impact of this workshop by 

leveraging both of our strengths. 



We would love to discuss this further and explore how we can work together to create a 

meaningful experience for our participants. Would you be available for a meeting in the coming 

weeks? Please let me know your availability, and I will do my best to accommodate. 

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

 

Best regards, 

[Your Name] 

[Your Position] 

[Your Organization] 


