
Enquiry Letter for Business Collaboration - Sample Format
Your Company Letterhead
Date: [Insert Date]

To,
[Recipient's Name]
[Recipient's Designation]
[Company Name]
[Company Address]

Subject: Enquiry Regarding Potential Business Collaboration

Dear [Recipient's Name],

I hope this letter finds you well. My name is [Your Name] and I am the [Your Designation] at [Your Company Name]. We have been closely
following your company's work in [briefly mention the recipient's industry or area of expertise], and we are impressed by your achievements.

The purpose of this letter is to express our interest in exploring potential business collaboration between [Your Company Name] and [Recipient's
Company Name]. We believe that a partnership could be mutually beneficial, given our shared objectives in [state the relevant field, market, or
project].

We would appreciate the opportunity to discuss possible areas of collaboration, such as [mention specific proposals, joint ventures, co-
development, resource sharing, or any other partnership ideas]. We are particularly interested in knowing more about your approach to [state
specific area or process], and how we might align our resources and expertise to achieve common goals.

Kindly let us know if you are open to a meeting or a call at your convenience to further discuss this potential partnership. We are keen to
understand your thoughts and explore the next steps together.

Thank you for considering our enquiry. We look forward to your positive response and to the possibility of working together.

Sincerely,
[Your Name]
[Your Designation]
[Your Company Name]
[Email Address]
[Contact Number]

How to Use This Template

Replace all text in brackets (e.g., [Your Name]) with your actual information.
Be specific about your proposals and collaboration interests for clarity.
Keep the tone professional and courteous throughout the letter.
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