
Introduction Letter 

DATE: [Insert Date] 

TO: [Recipient's Name] 

[Recipient's Title] 

[Recipient's Company] 

[Recipient's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am [Your Name], [Your Position] at [Your Company], a company dedicated to promoting and 

exporting high-quality local products from [Your Country/Region]. We specialize in [briefly 

describe the products, e.g., organic spices, handcrafted textiles, etc.]. 

Our products are sourced directly from local artisans and farmers, ensuring authenticity and fair 

trade practices. We take pride in our commitment to quality and sustainability, making our 

offerings unique in the market. 

We believe that our products would be a great addition to your portfolio and would resonate well 

with your customers. I would love the opportunity to discuss potential collaboration and provide 

samples of our products for your review. 

Thank you for considering this opportunity. I look forward to your response. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Email] 

[Your Phone Number] 


