
Collaboration Request 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Organization] 

[Organization Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

To: [Recipient's Name] 

[Recipient's Position] 

[Recipient's Organization] 

[Organization Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. My name is [Your Name], and I am reaching out on behalf of 

[Your Organization]. We are dedicated to [briefly describe your organization's mission or 

purpose], and we admire the work that [Recipient's Organization] has done in the area of 

[specific field or common interest]. 

We believe that through a collaborative effort, we can enhance our reach and impact in the 

community. We would love to discuss a potential partnership focused on [briefly outline the 

collaboration idea, such as events, programs, or projects]. 

Would you be available for a meeting to explore this collaboration further? We are flexible with 

dates and times and can adjust to your availability. Thank you for considering this opportunity. I 

look forward to your positive response. 

Warm regards, 



[Your Name] 

[Your Position] 

[Your Organization] 

[Contact Information] 


