
Request for Collaboration 

Date: [Insert Date] 

To: [Recipient Name] 

[Recipient Title] 

[Recipient Organization] 

[Recipient Address] 

Dear [Recipient Name], 

We are excited to announce an upcoming community event, [Event Name], scheduled for [Event 

Date]. This event aims to [briefly describe the purpose of the event]. We believe that 

collaborating with [Recipient Organization Name] would enhance our efforts and strengthen our 

community engagement. 

We would like to invite you to partner with us in this initiative. Together, we can [mention 

potential collaboration benefits, such as sharing resources, reaching a wider audience, etc.]. We 

are open to discussing various ways to collaborate, including [list possible collaboration ideas]. 

Please let us know if you are interested in this opportunity. We would love to set up a meeting to 

discuss this further at your earliest convenience. 

Thank you for considering our request. We look forward to the possibility of working together to 

make [Event Name] a success. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Organization] 

[Your Contact Information] 


