
 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Recipient's Title] 

[Company/Organization Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to express my interest in providing contract drafting support for 

[Company/Organization Name]. With my background in [Your Field/Area of Expertise] and 

experience in drafting and negotiating contracts, I believe I would be a valuable asset to your 

team. 

Throughout my career, I have successfully [mention relevant experiences, e.g., worked on 

complex contracts, collaborated with legal teams, etc.]. I am proficient in [mention relevant skills 

or software], and I am dedicated to ensuring that all contracts are clear, concise, and compliant 

with legal standards. 

I would welcome the opportunity to discuss how I can support [Company/Organization Name] in 

its contracting needs. I am looking forward to the possibility of working together and 

contributing to your projects. 

Thank you for considering my proposal. I hope to hear from you soon. 

Sincerely, 

[Your Name] 


