
Business Introduction Letter 

Date: [Insert date] 

To, 

[Recipient's Name] 

[Recipient's Title] 

[Company Name] 

[Company Address] 

Dear [Recipient's Name], 

We are excited to introduce our company, [Your Company Name], and our latest product, 

[Product Name], which will be launched on [Launch Date]. 

[Your Company Name] has been a leading player in [industry/sector] for [number of years]. Our 

mission is to [briefly describe your mission]. 

[Product Name] is designed to [briefly describe the product and its benefits]. We believe this 

product will [explain how it addresses a need or solves a problem]. 

We would be thrilled to have the opportunity to collaborate with you and discuss how [Product 

Name] can be of benefit to your organization. We look forward to your feedback and hope to 

establish a long-term relationship. 

Thank you for considering [Your Company Name]. Please feel free to reach out to us at [your 

contact information] for any inquiries or to schedule a meeting. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company Name] 

[Your Phone Number] 

[Your Email Address] 


