Client Introduction Letter

Date: [Insert Date]

[Your Name]

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

[Client Name]

[Client Position]

[Client Company Name]
[Client Company Address]
[Client City, State, Zip Code]

Dear [Client Name],

I'm pleased to introduce myself as your dedicated account manager at [Your Company Name].
My role is to ensure that we provide you with the highest level of service and support tailored to
your business needs.

As we embark on this partnership, I would love to schedule a meeting to discuss your goals and
how we can work together effectively. Feel free to reach out to me directly at [Your Phone
Number] or [Your Email Address].

Thank you for choosing [Your Company Name]. | look forward to working with you!

Best regards,

[Your Name]
[Your Position]



