
Partner Introduction Letter 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Address] 

[City, State, Zip Code] 

[Recipient's Name] 

[Recipient's Position] 

[Recipient's Company] 

[Recipient's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to introduce you to [Partner's Name], who is the 

[Partner's Position] at [Partner's Company]. As you may know, [Partner's Company] specializes 

in [brief description of partner's business/services]. 

[Partner's Name] and I believe that a collaboration between our companies could yield mutually 

beneficial results, especially in areas such as [mention specific areas of collaboration]. I am 

confident that [Partner's Name] would provide valuable insights and support to your team. 

I would be happy to arrange a meeting for the three of us to discuss this further. Please let me 

know your available times, and I will coordinate accordingly. 

Thank you for considering this introduction. I look forward to hearing from you. 

Sincerely, 

[Your Name] 

[Your Position] 



[Your Company] 

[Your Phone Number] 

[Your Email Address] 


