
Request for Collaboration 

Date: [Insert Date] 

[Vendor Name] 

[Vendor Address] 

[City, State, Zip Code] 

Dear [Vendor Name], 

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

[Your Organization]. We are currently in the planning stages of an upcoming event, [Event 

Name], which will take place on [Event Date] at [Event Location]. 

We are looking to partner with experienced vendors who can contribute to making this event a 

success. Given your exceptional reputation in [Vendor's Specialty], we believe that a 

collaboration with you would greatly enhance our attendees' experience. 

We would love to discuss the possibility of working together and explore how your services 

could fit into our event. Please let us know your availability for a brief call or meeting to discuss 

this opportunity further. 

Thank you for considering our request. We look forward to the possibility of collaborating with 

you. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Organization] 

[Your Phone Number] 

[Your Email Address] 


