
Letter of Introduction 

[Your Name] 

[Your Title] 

[Your Organization] 

[Your Organization's Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Recipient's Title] 

[Recipient's Organization] 

[Recipient's Organization'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 [Your Position] at [Your 

Organization]. We are a dedicated social service agency focused on [briefly describe your 

mission and services]. 

We recognize the vital role that partnerships play in creating effective support networks for our 

communities. It is with this in mind that I am reaching out to explore opportunities for 

collaboration between [Your Organization] and [Recipient's Organization]. Together, I believe 

we can enhance our services and create a more profound impact on those we serve. 

I would welcome the opportunity to discuss this potential partnership further at your 

convenience. Please feel free to contact me at [Your Phone Number] or [Your Email Address]. I 

look forward to the possibility of working together to support and empower our community. 

Thank you for considering this partnership. I hope to hear from you soon. 



Sincerely, 

[Your Name] 

[Your Title] 

[Your Organization] 


