
[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Recipient's Title] 

[Company/Organization's Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to formally introduce my professional portfolio as part of my participation in [Name 

of Industry Conference] on [Conference Dates]. With a background in [Your Field/Industry] and 

extensive experience in [Briefly mention specific skills or accomplishments], I believe my work 

could contribute positively to discussions and collaborations during the conference. 

My portfolio showcases a variety of projects, including [Briefly describe key projects or 

experiences relevant to the conference]. I am particularly eager to connect with other 

professionals in our field and explore opportunities for collaboration. 

I have attached a digital copy of my portfolio for your review. I look forward to the possibility of 

discussing my work further and learning more about your own contributions to the industry. 

Thank you for considering my introduction. I am excited about the potential opportunities ahead. 

Sincerely, 

[Your Name] 


