Introduction Letter for Virtual Assistance
Services

Date: [Insert Date]

To: [Client's Name]

[Client's Address]

Dear [Client's Name],

I hope this message finds you well. My name is [Your Name], and | am a professional virtual
assistant with [number] years of experience in providing administrative support to businesses and
entrepreneurs. | specialize in [list specific services, e.g., email management, scheduling, social
media management, etc.].

Having worked with various clients in [your industry or field], I understand the challenges that
come with managing day-to-day operations and am dedicated to helping you streamline your
workflow. My goal is to free up your time so you can focus on what you do best.

Please find attached my portfolio and testimonials from previous clients who have benefited
from my services. | would love the opportunity to discuss how I can assist you in achieving your
business goals.

Thank you for considering my services. | look forward to hearing from you soon.

Sincerely,

[Your Name]

[Your Email]

[Your Phone Number]



