
Letter of Collaboration 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Organization] 

[Your Address] 

[City, State, Zip Code] 

Email: [Your Email] 

Phone: [Your Phone Number] 

 

[Recipient's Name] 

[Recipient's Position] 

[Recipient's Business Name] 

[Business Address] 

[City, State, Zip Code] 

 

Subject: Collaboration for Community Service Initiatives 

Dear [Recipient's Name], 

I hope this message finds you well. I am reaching out on behalf of [Your Organization] to 

explore a potential collaboration with [Recipient's Business Name] for our upcoming community 

service initiatives. 

As a local organization dedicated to [briefly describe your mission and objectives], we believe 

that partnering with local businesses like yours can create a significant impact in our community. 

We are planning [briefly describe the project or event] on [date], and we would be thrilled to 

have your support and participation. 



We envision various collaborative opportunities, such as sponsorship, donation of 

goods/services, or employee volunteer involvement, that would not only benefit our community 

but also promote your business as a community-focused organization. 

We would love to meet with you to discuss this opportunity further and explore how we can 

work together to make a difference. Please let us know a time that works for you, and we can 

arrange a meeting. 

Thank you for considering this partnership. We look forward to the possibility of collaborating 

with [Recipient's Business Name] to enhance our community together. 

Warm regards, 

[Your Name] 

[Your Position] 

[Your Organization] 


