
Letter of Introduction 

Date: [Insert Date] 

[Recipient's Name] 

[Recipient's Position] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am [Your Name], the [Your Position] at [Your Company Name], a company specializing in the 

exportation of [describe goods]. We have been in the industry for [number of years] years and 

have built a strong reputation for providing high-quality products and exceptional service. 

We are excited to explore potential collaboration opportunities with [Recipient's Company 

Name] to expand our market presence and provide your customers with our top-notch [goods or 

services]. We are able to offer competitive pricing and flexible shipping options to meet your 

needs. 

I would appreciate the opportunity to discuss our offerings in more detail and explore how we 

can work together. Please feel free to contact me at [Your Phone Number] or [Your Email 

Address]. 

Thank you for your time, and I look forward to your response. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Company Address] 

[City, State, Zip Code] 


