
Collaboration Request for Event Planning 

Date: [Insert Date] 

[Recipient's Name] 

[Recipient's Position] 

[Recipient's Organization] 

[Recipient's Address] 

Dear [Recipient's Name], 

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

Organization]. We are in the process of planning an event titled "[Event Title]," scheduled for 

[Event Date], at [Event Location]. 

We believe that a collaboration with [Recipient's Organization] would greatly enhance the 

impact of our event and provide valuable exposure and connections for both of our 

organizations. We are particularly impressed with [mention any specific achievement or attribute 

of the recipient's organization], and we would love to explore potential ways to work together. 

We would like to discuss opportunities for sponsorship, partnership, or joint marketing efforts. If 

you are open to a meeting, please let us know your available times. We look forward to the 

possibility of partnering with you to make this event a great success. 

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

Warm regards, 

[Your Name] 

[Your Position] 

[Your Organization] 

[Your Phone Number] 

[Your Email Address] 


