
Collaboration Request for Event Program 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Organization] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Recipient's Name] 

[Recipient's Position] 

[Recipient's Organization] 

[Recipient's Address] 

[City, State, Zip Code] 

 

Dear [Recipient's Name], 

I hope this message finds you well. I am reaching out to propose a collaboration for our 

upcoming event, [Event Name], scheduled for [Event Date]. Our event aims to [describe 

purpose/goals] and we believe that your organization aligns perfectly with our mission. 

We would be thrilled to explore opportunities for collaboration, such as [mention specific ways 

of collaboration, e.g., sponsorship, co-hosting, etc.]. This partnership can provide significant 

benefits, including [mention benefits for both parties]. 

We would love to discuss this opportunity further and see how we can work together to make 

this event a great success. Please let us know a convenient time for you to connect. 

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



Warm regards, 

[Your Name] 

[Your Position] 

[Your Organization] 


