
Introduction Letter 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Company Name] 

[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 am writing to introduce you to [Your Company Name], a [brief description of your company 

and its mission]. We have been actively involved in [industry or sector] and are dedicated to 

[what your company aims to achieve]. 

 

We believe that a partnership between [Your Company Name] and [Recipient Company Name] 

could lead to valuable opportunities for both of our organizations. Our expertise in [specific area] 



could complement your efforts in [specific area or project], and together we can achieve 

[common goals or objectives]. 

 

I would love the opportunity to discuss this further and explore how we can work together. 

Please let me know a convenient time for you to meet or have a call. 

 

Thank you for considering this opportunity. I look forward to your positive response. 

 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 


