
Letter of Introduction 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Your Email] 

[Your Phone Number] 

 

[Recipient's Name] 

[Recipient's Position] 

[Company/Organization Name] 

[Company Address] 

[City, State, Zip Code] 

 

Dear [Recipient's Name], 

I hope this message finds you well. My name is [Your Name], and I am a freelance event planner 

with [insert number] years of experience in organizing and executing successful events ranging 

from corporate gatherings to personal celebrations. I am reaching out to introduce myself and 

explore potential opportunities to collaborate. 

My expertise lies in [mention specific skills or areas of focus, e.g., budget management, vendor 

negotiations, creative design]. I pride myself on my ability to create unique and memorable 

experiences tailored to my clients' visions. I have worked with diverse clients and have a 

portfolio that reflects my commitment to excellence and attention to detail. 

I am particularly interested in [mention any specific services you offer or types of events you 

specialize in], and I believe that my skills could align well with the objectives of your 

organization. I would love the opportunity to discuss how I can contribute to your upcoming 

projects. 



Please feel free to contact me at [Your Phone Number] or [Your Email] to set up a time for a 

conversation. I am looking forward to the possibility of working together and making your 

events truly exceptional. 

Thank you for your time and consideration. 

Sincerely, 

[Your Name] 


