
[Your Name] 

[Your Address] 

[City, State, ZIP Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Title] 

[Agency Name] 

[Agency Address] 

[City, State, ZIP Code] 

Dear [Recipient's Name], 

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

[Your Organization/Company]. We are committed to [briefly state your organization's mission or 

area of focus]. 

We are reaching out to express our interest in exploring potential cooperative projects with 

[Agency Name]. We believe that by joining forces, we can [describe the intended impact or 

outcomes of the collaboration]. 

We are particularly impressed by [specific program or initiative by the agency] and would love 

to discuss how our resources and expertise could complement your efforts in [specific area of 

interest]. 

We would appreciate the opportunity to meet with you to discuss this further. Please let us know 

your available times for a meeting, either in person or virtually. We look forward to the 

possibility of working together to make a meaningful impact in our community. 

Thank you for considering our request. We hope to hear from you soon. 

Sincerely, 

[Your Name] 



[Your Position] 

[Your Organization] 


