
Letter of Introduction 

Date: [Insert Date] 

[Your Name]  

[Your Position]  

[Your Company]  

[Your Address]  

[City, State, Zip Code]  

[Your Email]  

[Your Phone Number] 

[Recipient Name]  

[Recipient Position]  

[Recipient Company]  

[Recipient Address]  

[City, State, Zip Code] 

Dear [Recipient Name], 

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

Company], specializing in providing technical advisory services to assist organizations in 

optimizing their operations and achieving their goals. 

We have collaborated with various companies in [industry/sector], helping them navigate 

through [specific challenges or objectives]. Our team consists of experienced professionals with 

a strong background in [areas of expertise], allowing us to deliver tailored solutions that address 

your specific needs. 

I would welcome the opportunity to discuss how our advisory services can support [Recipient 

Company's Name] in achieving its objectives. We can assist with [specific services offered], 

ensuring a strategic approach to your projects. 

Please let me know a convenient time for you to discuss this further. I look forward to the 

possibility of working together. 

Thank you for your time and consideration. 

Sincerely, 

[Your Name]  

[Your Position]  

[Your Company] 


