
[Your Name] 

[Your Position] 

[Your Company] 

[Your Company Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Recipient's Position] 

[Recipient's Company] 

[Recipient's Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

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

Company]. We are a [brief description of your company] that specializes in [your area of 

expertise]. 

We have been following your work at [Recipient's Company] and are particularly impressed by 

[specific project or achievement]. We believe that a collaboration between our organizations 

could lead to mutually beneficial results and enhance our current initiatives. 

We would love the opportunity to discuss this further and explore potential synergies. Please let 

us know a convenient time for you to meet or have a call. 

Thank you for considering this opportunity. I look forward to your positive response. 

Sincerely, 

[Your Name] 

[Your Position] 



[Your Company] 


