
Date: [Insert Date] 

[Your Name] 

[Your Title/Position] 

[Your Organization] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Recipient's Name] 

[Recipient's Title/Position] 

[Recipient's Organization] 

[Recipient's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this letter finds you well. My name is [Your Name], and I am reaching out to introduce 

myself and discuss the possibility of providing legal advisory services to [Recipient's 

Organization]. 

Our firm specializes in [briefly outline your expertise areas, e.g., corporate law, intellectual 

property, litigation], and we have helped numerous clients achieve favorable outcomes in 

complex legal matters. With [X years] of experience in the legal field, I believe we can offer 

valuable insights and guidance for your ongoing projects. 

I would love the opportunity to meet with you to further discuss your legal needs and how we 

can assist you during this session. Please let me know your available times, and I will do my best 

to accommodate. 

Thank you for considering this introduction. I look forward to the possibility of working 

together. 

Sincerely, 

[Your Name] 

[Your Title/Position] 

[Your Organization] 


