
Introduction Letter 

Date: [Insert Date] 

Dear [Recipient's Name], 

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

Company]. I am writing to introduce you to [New Partner's Name], who recently joined our team 

as [New Partner's Position]. 

[New Partner's Name] has [brief description of experience or expertise relevant to the 

partnership]. I believe that their skills and insights will be invaluable as we continue to grow our 

collaboration. 

I am confident that you will find [New Partner's Name] to be a great addition to our partnership 

and that together we can achieve fantastic results. 

Please feel free to reach out to [New Partner's Name] at [New Partner's Email] or [New Partner's 

Phone Number] for any inquiries you may have. 

Thank you for your continued support, and I look forward to seeing our partnership thrive. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


