
Letter of Diplomatic Introduction 

Date: [Insert Date] 

[Your Name]  

[Your Title]  

[Your Organization]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number] 

[Recipient Name]  

[Recipient Title]  

[Recipient Organization]  

[Recipient Address]  

[City, State, Zip Code] 

Dear [Recipient Name], 

I am writing to introduce [Visitor Name], [Visitor Title] of [Visitor Organization], who will be 

visiting [Location] from [Start Date] to [End Date]. This visit is part of our ongoing efforts to 

strengthen the ties between our organizations and foster collaboration on [specific topics or 

projects]. 

[Visitor Name] has a profound background in [mention relevant experience or expertise]. I 

believe that a meeting with you would greatly benefit both parties and help advance our mutual 

interests. 

We kindly request your support in facilitating this official visit. [Visitor Name] is eager to 

engage with you and discuss potential areas of collaboration. 

Thank you for considering this introduction. I look forward to hearing from you soon. 

Warm regards, 

[Your Name]  

[Your Title]  

[Your Organization] 


