Date: [Insert Date]

[Your Name]

[Your Address]

[City, State, Zip Code]
[Email Address]
[Phone Number]

[Recipient's Name]

[Recipient's Title/Position]
[Institution/Organization Name]
[Address]

[City, State, Zip Code]

Dear [Recipient's Name],

I hope this message finds you well. I am writing to introduce you to my friend, [Friend's Name],
who is interested in [specific educational purpose, e.g., pursuing a degree in Environmental
Science]. | believe they would greatly benefit from your expertise and guidance.

[Friend's Name] is a dedicated and passionate individual with a strong background in [mention
relevant experience or skills]. I am confident that a conversation between the two of you would
be mutually beneficial.

Please feel free to reach out to each other directly. [Friend's Name] can be reached at [Friend's
Email] or [Friend's Phone Number].

Thank you for considering this introduction. | am looking forward to hearing how your
conversation goes!

Warm regards,

[Your Name]



