
Collaboration Project Initiation Letter 

Date: [Insert Date] 

To: [Recipient's Name] 

Title: [Recipient's Title] 

Organization: [Recipient's Organization] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally initiate our collaborative project 

titled "[Project Title]." After our preliminary discussions, I am excited about the potential for our 

organizations to work together in achieving [common goal or objective]. 

This project aims to [briefly describe the purpose of the project and its significance]. We believe 

that your expertise in [Recipient's area of expertise] will greatly contribute to the success of our 

initiative. 

To move forward, I propose we schedule a meeting to discuss our objectives in detail and outline 

the roles and responsibilities of each party. Please let me know your available dates and times for 

this discussion. 

Thank you for considering this proposal. I look forward to your positive response and to 

embarking on this collaborative journey together. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Organization] 

[Your Contact Information] 


