
Introduction Letter 

Date: [Insert Date] 

Dear [Client Name], 

I hope this message finds you well. I am pleased to introduce you to [Candidate Name], who I 

believe would be an excellent fit for your organization. 

[Candidate Name] has a background in [insert relevant experience or skills] and has [mention 

any relevant achievements or qualifications]. I am confident that their expertise can bring 

significant value to your team. 

On the other hand, [Candidate Name], I would like to introduce you to [Client Name], [insert a 

brief description of the client's company and their area of expertise]. I believe this could be a 

great opportunity for you to explore potential collaboration. 

Please find below each other's contact information for further communication: 

Client: [Client Name], [Client Position]  

Email: [Client Email]  

Phone: [Client Phone] 

Candidate: [Candidate Name], [Candidate Position]  

Email: [Candidate Email]  

Phone: [Candidate Phone] 

Thank you for considering this introduction. I am excited for the potential connection between 

the two of you. 

Best regards, 

[Your Name]  

[Your Position]  

[Your Company]  

Email: [Your Email]  

Phone: [Your Phone] 


