
Formal Introduction Letter 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Recipient's Name] 

[Recipient's Title] 

[Company/Organization Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to formally introduce myself. My name is [Your Name], and I am [Your 

Title/Position] at [Your Company/Organization]. I will be traveling to [Destination] from [Start 

Date] to [End Date], and I would appreciate the opportunity to connect with you during my visit. 

The purpose of my trip is [briefly explain purpose/agenda], and I believe that meeting with you 

could be beneficial for both parties. I am particularly interested in [specific interests relevant to 

the recipient or organization]. 

Please let me know if you would be available for a meeting during this time. I look forward to 

the possibility of collaborating with you and exploring mutual interests. 

Thank you for considering my request. I hope to hear from you soon. 

Warm regards, 

[Your Name] 

[Your Title/Position] 

[Your Company/Organization] 


