Introduction Letter

Date: [Insert Date]

[Your Name]

[Your Position]

[Your Company Name]
[Your Company Address]
[City, State, Zip Code]
[Email Address]

[Phone Number]

[Recipient's Name]

[Recipient's Position]
[Recipient's Company Name]
[Recipient's Company Address]
[City, State, Zip Code]

Dear [Recipient's Name],

I hope this letter finds you well. My name is [Your Name], and | am the [Your Position] at [Your
Company Name], a structural design consultancy specializing in innovative and sustainable
solutions for construction projects.

With a team of experienced engineers and architects, we are dedicated to delivering high-quality
design services tailored to meet the needs of our clients. Our expertise includes [briefly mention
services offered, e.g., residential, commercial, industrial design], and we pride ourselves on our

commitment to excellence and customer satisfaction.

I would love the opportunity to discuss how our services can benefit [Recipient's Company
Name] and collaborate on any upcoming projects. Please feel free to contact me at your
convenience to arrange a meeting where we can explore this further.

Thank you for your time, and | look forward to the possibility of working together.
Sincerely,

[Your Name]

[Your Position]
[Your Company Name]



