
Collaboration Request Letter 

Date: [Insert Date] 

To: [Recipient's Name]  

[Title]  

[Institution Name]  

[Institution Address] 

Dear [Recipient's Name], 

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

Institution]. We are committed to advancing research and education in [Briefly State Your 

Field/Area]. 

We are reaching out to explore potential collaboration opportunities between our institutions. We 

believe that by combining our resources and expertise, we can enhance our research capacity and 

create impactful educational programs. 

We are particularly interested in collaborating on [Briefly Describe Collaboration Ideas or 

Projects]. We believe that your expertise in [Recipient's Expertise] would complement our work 

and lead to meaningful outcomes. 

We would be delighted to discuss this further at your convenience. Please let us know if you are 

available for a meeting, either virtually or in person, to explore this collaboration in greater 

detail. 

Thank you for considering this opportunity. We look forward to the possibility of working 

together. 

Warm regards, 

[Your Name]  

[Your Position]  

[Your Institution]  

[Your Contact Information] 


