
Letter of Introduction for Trade and Export 

Opportunities 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Address] 

[City, State, ZIP Code] 

[Email Address] 

[Phone Number] 

Date: [Insert Date] 

[Recipient's Name] 

[Recipient's Position] 

[Recipient's Company] 

[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 the [Your Position] at [Your 

Company]. We specialize in [brief description of your products/services] and are actively 

seeking new trade and export opportunities. 

We have successfully partnered with various organizations across [mention regions or countries], 

and we believe that a collaboration with your esteemed company could be mutually beneficial. 

Our products are known for [mention any unique selling points or achievements]. 

I would be thrilled to discuss how we can work together to create a successful partnership. Please 

let me know a convenient time for you to have a conversation or plan a meeting. 

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



Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 


