
Introduction Letter for Fresh Construction 

Undertaking 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient Name] 

[Recipient Position] 

[Recipient Company Name] 

[Recipient Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

I hope this letter finds you well. My name is [Your Name], and I am the [Your Position] at [Your 

Company Name]. We are excited to announce our new construction undertaking that aims to 

[briefly describe the purpose of the project]. 

At [Your Company Name], we pride ourselves on our commitment to quality and excellence. 

Our team is equipped with the necessary skills and experience to ensure that this project will be 

completed efficiently and safely. We are looking forward to the opportunity to work with you 

and other stakeholders to make this project a success. 

We would appreciate the opportunity to discuss this project further and explore any potential 

collaboration. Please feel free to reach out at your earliest convenience. 

Thank you for your time and consideration. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 


