
Formal Proposal for Co-Organizing an Event 

Date: [Insert Date] 

[Your Name]  

[Your Title]  

[Your Organization]  

[Your Address]  

[Your City, State, Zip Code]  

[Your Email]  

[Your Phone Number] 

[Recipient Name]  

[Recipient Title]  

[Recipient Organization]  

[Recipient Address]  

[Recipient City, State, Zip Code] 

Dear [Recipient Name], 

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

Organization] and [Recipient Organization] to co-organize an upcoming event titled "[Event 

Title]." We believe that our combined efforts can significantly enhance the event's impact and 

reach. 

Details of the proposed event are as follows: 

• Event Date: [Insert Date] 

• Location: [Insert Location] 

• Objective: [Briefly describe the event's goal] 

• Target Audience: [Describe the audience] 

We envision that the collaboration could involve shared resources, joint marketing efforts, and 

collaborative programming to ensure a successful event experience for our attendees. 

We would be thrilled to discuss this proposal further and explore how we can work together 

effectively. Please let me know your availability for a meeting, and I look forward to your 

positive response. 

Thank you for considering this opportunity for collaboration. 

Sincerely, 

[Your Name] 



[Your Title]  

[Your Organization] 


