
Letter of Introduction for Potential 

Acquisition 

Date: [Insert Date] 

[Your Name]  

[Your Position]  

[Your Company Name]  

[Your Company Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number] 

[Recipient Name]  

[Recipient Position]  

[Recipient Company Name]  

[Recipient Company Address]  

[City, State, Zip Code] 

Dear [Recipient Name], 

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

[Your Company Name]. We are a [brief description of your company and its business model]. 

We are reaching out to explore a potential acquisition of [Recipient Company Name]. We 

believe that there are strategic synergies between our companies and that collaboration could 

enhance our market presence and accelerate growth. 

We are particularly impressed with [specific aspects of the recipient's company, e.g., their 

innovative products, customer base, or market position], and we see great potential for mutual 

benefit. 

I would appreciate the opportunity to discuss this further at your convenience. Please let me 

know a time that works for you, or if there's someone else in your organization who should be 

included in this conversation. 

Thank you for considering this opportunity. I look forward to hearing from you soon. 

Warm regards, 

[Your Name]  

[Your Position]  

[Your Company Name]  

[Your Company Website] 


