Introduction Letter

Date: [Insert Date]
Dear [Recipient's Name],

I hope this message finds you well. I am writing to formally introduce you to [New Business
Partner's Name], who has recently joined our team at [Your Company Name] as [Their Position].
[New Business Partner's Name] brings a wealth of experience in [brief description of their
background and expertise].

We believe that [New Business Partner's Name] will be a valuable addition to our collaboration,
and | am confident that their skills will complement our ongoing projects and goals.
[He/She/They] will be focusing on [mention specific projects or areas of collaboration].

Please feel free to reach out to [New Business Partner's Name] at [Email Address] or [Phone
Number] to introduce yourself and discuss potential opportunities. I think you will find
[him/her/them] to be a great resource.

Thank you for your continued partnership, and | look forward to exciting ventures ahead with
our expanded team!

Best regards,

[Your Name]

[Your Position]

[Your Company Name]
[Your Contact Information]



