
Letter of Introduction 

Date: [Insert Date] 

[Your Name]  

[Your Position]  

[Your Company]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number] 

[Recipient Name]  

[Recipient Position]  

[Recipient Company]  

[Recipient Address]  

[City, State, Zip Code] 

Dear [Recipient Name], 

I hope this message finds you well. I am writing to introduce [Your Company], a leader in [Your 

Industry/Service]. We specialize in [Briefly Describe Services Offered] and have a proven track 

record of delivering exceptional results for our clients. 

At [Your Company], we pride ourselves on our commitment to excellence and customer 

satisfaction. Our team of experienced professionals is dedicated to providing tailored solutions 

that meet the unique challenges faced by corporations like yours. 

I would be honored to discuss how [Your Company] can assist [Recipient Company] in 

achieving its goals. Please let me know a convenient time for us to connect, or feel free to reach 

out to me directly at [Your Phone Number] or [Your Email Address]. 

Thank you for considering this introduction. I look forward to the opportunity to work together. 

Sincerely, 

[Your Name]  

[Your Position]  

[Your Company] 


