
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 I am the [Your Position] at 

[Your Company]. I would like to take this opportunity to formally introduce myself ahead of our 

upcoming meeting scheduled for [Date and Time]. 

At [Your Company], we specialize in [briefly describe what your company does], and I believe 

that our services can greatly benefit [Client's Company]. I am looking forward to discussing how 

we can work together to achieve your goals. 

Please feel free to reach out if you have any questions prior to our meeting. I am excited about 

the opportunity to collaborate and am looking forward to our conversation. 

Thank you for your time. 

Sincerely, 

[Your Name] 

[Your Position] 



[Your Company] 


