
Introduction Letter for Business Development Meeting 

Date: [Insert Date] 

[Recipient's Name] 

[Recipient's Title] 

[Company Name] 

[Company Address] 

Dear [Recipient's Name], 

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

Company]. I am reaching out to introduce myself ahead of our upcoming business development 

meeting scheduled for [insert date and time]. 

At [Your Company], we specialize in [briefly describe your company's products/services and the 

value you provide]. I believe there is significant potential for collaboration between our teams, 

especially in the areas of [mention specific areas of interest]. 

During our meeting, I would like to explore how we can work together to achieve mutual goals 

and leverage our strengths in this competitive market. 

I look forward to our discussion and appreciate your time and consideration. 

Best regards, 

[Your Name] 

[Your Title] 

[Your Company] 

[Your Phone Number] 

[Your Email Address] 


