
Collaboration Inquiry for Community 

Service Event 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Organization] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Recipient Name] 

[Recipient Position] 

[Recipient Organization] 

[Recipient Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

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

Organization]. We are currently in the planning stages of a community service event aimed at 

[briefly describe the purpose of the event, e.g., assisting the local homeless population]. 

We believe that collaboration with [Recipient Organization] would bring tremendous value to 

our initiative and maximize our impact within the community. We would be thrilled to explore 

potential partnership opportunities and how we can work together on this meaningful event. 

The event is scheduled to take place on [insert date], and we anticipate [insert number] 

volunteers will be involved. We would love to discuss ways in which your organization could 

participate in this effort, whether through volunteer support, resources, or any other means of 

collaboration. 



Please let us know if you would be interested in discussing this further. We would be delighted 

to set up a meeting at your convenience. 

Thank you for considering this opportunity to partner for a greater cause. I look forward to your 

positive response. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization] 


