
Collaboration Proposal for Upcoming Event 

Date: [Insert Date] 

To: [Vendor's Name] 

[Vendor's Address] 

Dear [Vendor's Name], 

I hope this message finds you well. My name is [Your Name], and I am [Your Position] at [Your 

Company/Organization]. We are excited to announce that we are organizing an upcoming event, 

[Event Name], scheduled for [Event Date] at [Event Location]. 

We are reaching out to explore the possibility of collaborating with you as a valued vendor for 

this event. Your expertise in [Vendor's Specialty] would be a perfect fit for our attendees, who 

are looking for [Describe Audience/Needs]. 

Here are some details about the event: 

• Date and Time: [Event Date & Time] 

• Location: [Event Venue] 

• Expected Attendance: [Number of Attendees] 

• Collaboration Opportunities: [Briefly List Opportunities] 

We believe this collaboration could be mutually beneficial and would love to discuss this in 

more detail with you. Please let us know a convenient time for you to meet, or we can arrange a 

call at your earliest convenience. 

Thank you for considering this opportunity. We look forward to the possibility of partnering with 

you to make [Event Name] a success! 

Warm regards, 

[Your Name] 

[Your Position] 

[Your Company/Organization] 

[Your Phone Number] 

[Your Email Address] 


