
Introduction Letter 

Date: [Insert Date] 

[Client's Name] 

[Client's Title] 

[Company's Name] 

[Company's Address] 

Dear [Client's Name], 

My name is [Your Name], and I am the new sales representative for [Your Company]. I am 

excited to have the opportunity to work with you and your esteemed organization. 

At [Your Company], we pride ourselves on delivering exceptional products/services that meet 

our client's needs. I am here to assist you with any queries and help you find the right solutions 

tailored specifically for your business. 

I would love the chance to learn more about your business objectives and explore how we can 

work together to achieve them. Please feel free to reach out to me at [Your Phone Number] or 

[Your Email Address] to schedule a meeting or simply to have a conversation. 

Thank you for your time, and I look forward to building a fruitful relationship with you. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Your Company] 

[Your Phone Number] 

[Your Email Address] 


