Date: [Insert Date]

[Your Name]

[Your Position]

[Your Company]
[Your Address]

[City, State, Zip Code]
[Email Address]
[Phone Number]

[Client's Name]
[Client's Position]
[Client's Company]
[Client's Address]
[City, State, Zip Code]

Dear [Client's Name],

I hope this message finds you well. My name is [Your Name], and | am the [Your Position] at
[Your Company]. We have been following your work in [Client's Industry/Field], and | am
impressed with your achievements.

| would like to take this opportunity to formally introduce myself and explore potential
collaboration opportunities between our companies. At [Your Company], we specialize in [Brief
Overview of Services/Products], and I believe we could provide significant value to your

operations.

I would love to arrange a meeting at your convenience to discuss this further. Please let me know
a time that works for you, or | would be happy to work around your schedule.

Thank you for considering this engagement. | look forward to your response.

Sincerely,

[Your Name]
[Your Position]
[Your Company]



