
Client Relationship Introduction 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Client's Name] 

[Client's Position] 

[Client's Company] 

[Client's Address] 

[City, State, Zip Code] 

Dear [Client's Name], 

I hope this message finds you well. My name is [Your Name], and I am excited to introduce 

myself as your primary point of contact at [Your Company]. 

At [Your Company], we are committed to providing the highest level of service and support to 

our clients. I look forward to working closely with you and understanding your needs to ensure a 

successful partnership. 

Please feel free to reach out to me at any time if you have any questions or if there's anything 

specific you would like to discuss. I am here to assist you and provide the best possible solutions 

tailored to your objectives. 

Thank you for choosing [Your Company]. I look forward to building a strong and fruitful 

relationship with you. 

Sincerely, 

[Your Name] 

[Your Position] 


