
Letter of Introduction for Export Business 

Services 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Company Address] 

[City, State, Zip Code] 

[Your Email Address] 

[Your Phone Number] 

 

[Recipient's Name] 

[Recipient's Position] 

[Recipient's Company Name] 

[Recipient's Company Address] 

[City, State, Zip Code] 

 

Dear [Recipient's Name], 

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

Company Name], specializing in providing comprehensive export services tailored to businesses 

looking to expand their operations globally. 

We offer a wide range of services including market research, logistics management, customs 

clearance, and compliance consulting. Our goal is to simplify the export process, ensuring that 

our clients can focus on their core business while we handle the complexities of international 

trade. 



We have successfully assisted numerous companies in navigating foreign markets, and we would 

love the opportunity to discuss how we can support your business in achieving its export goals. 

Please feel free to reach out to me directly at [Your Phone Number] or [Your Email Address] to 

arrange a meeting or for further information. 

Thank you for considering our services. I look forward to the possibility of working together. 

 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 


