Introduction Letter
Date: [Insert Date]

[Your Name]

[Your Job Title]

[Your Company Name]

[Your Company Address]
[City, State, Zip Code]

[Email Address]

[Phone Number]

[Recipient's Name]
[Recipient's Job Title]
[Recipient's Company Name]
[Recipient's Company Address]
[City, State, Zip Code]

Dear [Recipient's Name],

I hope this letter finds you well. My name is [Your Name] and | am the [Your Job Title] at [Your
Company Name]. | am writing to formally introduce myself and our company as we embark on

our new contract partnership.

At [Your Company Name], we specialize in [briefly describe your company's services or
products]. We are enthusiastic about the opportunity to work with you and are committed to
providing [mention any specific commitments or values].

If you have any questions or need further information, please do not hesitate to reach out to me
directly at [Your Phone Number] or [Your Email Address]. | look forward to collaborating with
you and achieving great results together.

Thank you for your time, and | hope to connect soon.

Sincerely,



[Your Name]
[Your Job Title]

[Your Company Name]



