
Letter of Introduction 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Institution] 

[Institution Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

Dear [Recipient's Name], 

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

Institution]. We are currently seeking to enhance our academic network and explore potential 

partnerships that can foster collaborative research and learning opportunities. 

At [Your Institution], we are particularly focused on [briefly describe your institution's focus, 

strengths, and areas of expertise]. We believe that building international partnerships can enrich 

our programs and provide invaluable experiences for our students and faculty. 

We are impressed by the work being done at [Recipient's Institution] in the area of [mention 

specific area of interest related to the recipient's institution]. We see great potential for 

collaboration in [mention specific areas of potential partnership, such as joint research projects, 

faculty exchanges, or student programs]. 

We would like to propose a meeting to discuss possible avenues for collaboration and explore 

mutual interests. Please let us know a convenient time for you, and we can set up a virtual 

meeting or discuss other arrangements. 

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

soon. 

Sincerely, 

[Your Name] 

[Your Position] 



[Your Institution] 


