
Initial Introduction Letter 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Company Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Subcontractor's Name] 

[Subcontractor's Company Name] 

[Subcontractor's Company Address] 

[City, State, Zip Code] 

Dear [Subcontractor's Name], 

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

[Your Company Name]. We are excited to have the opportunity to work with you as a 

subcontractor on our upcoming projects. 

As we move forward, we believe that effective communication and collaboration will play a 

crucial role in our mutual success. We aim to establish a strong working relationship and would 

like to schedule an introductory meeting to discuss our goals, expectations, and how we can best 

support each other in the upcoming work. 

Please let me know your availability for a meeting, either in person or via conference call, at 

your earliest convenience. 

Thank you, and I look forward to hearing from you soon. 

Sincerely, 

[Your Name] 

[Your Position] 


