
Letter of Introduction 

Date: [Insert Date] 

[Recipient's Name] 

[Recipient's Title] 

[Recipient's Institution] 

[Recipient's Address] 

Dear [Recipient's Name], 

I am writing to introduce myself as a dedicated Investment Portfolio Manager at [Your Company 

Name]. With over [X years] of experience in managing diversified investment portfolios, I 

specialize in delivering exceptional returns while aligning with the unique objectives of 

institutional investors. 

At [Your Company Name], we focus on a comprehensive investment strategy tailored for 

institutional clients like [Recipient's Institution]. Our approach combines thorough research, risk 

management, and a commitment to transparency, ensuring that our investors are well-informed 

and confident in their investment decisions. 

I would be delighted to discuss how we can work together to help achieve [Recipient's 

Institution]'s investment goals. Please let me know a convenient time for you to meet or if you 

prefer a call at your earliest convenience. 

Thank you for considering this opportunity. I look forward to the possibility of collaborating 

with you and your team. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company Name] 

[Your Phone Number] 

[Your Email Address] 


