
[Your Name] 

[Your Position] 

[Your Organization] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Recipient's Position] 

[Recipient's Organization] 

[Recipient's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this letter finds you well. I am writing to propose a collaboration between [Your 

Organization] and [Recipient's Organization] in celebration of the upcoming [Commemorative 

Occasion], which will be held on [Date]. 

This occasion presents a unique opportunity for us to come together and honor [specific theme or 

purpose of the commemorative occasion], and I believe that partnering with your esteemed 

organization would greatly enhance the impact of this event. 

We envision a collaboration that could include [briefly outline potential collaborative ideas, such 

as joint events, promotional activities, etc.], ultimately uniting our communities and fostering a 

spirit of togetherness. 

I would love to discuss this proposal further and explore potential ways we can work together. 

Please let me know a convenient time for us to meet, or feel free to reach me directly at [Your 

Phone Number] or [Your Email Address]. 

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

response. 



Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization] 


