Collaboration Review Process
Date: [Insert Date]

To: [Recipient's Name]

From: [Your Name]

Subject: Review of Collaboration Proposal
Dear [Recipient's Name],

Thank you for your recent proposal regarding [briefly describe the collaboration topic]. We
appreciate your efforts in outlining the potential benefits of this collaboration.

As part of our review process, we would like to request the following information:

Detailed project objectives

Roles and responsibilities of all parties involved
Timeline for project milestones

Budget and resource requirements

Please submit the requested information by [Insert Deadline]. Once we receive the necessary
details, we will review them and schedule a follow-up meeting to discuss the next steps.

Thank you for your cooperation. We look forward to collaborating with you.
Sincerely,

[Your Name]

[Your Title]

[Your Organization]

[Your Contact Information]



