
Letter of Introduction 

Date: [Insert Date] 

[Your Name] 

[Your Title] 

[Your Institution] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

 

[Recipient Name] 

[Recipient Title] 

[Recipient Organization] 

[Recipient Address] 

[City, State, Zip Code] 

 

Dear [Recipient Name], 

 

I hope this letter finds you well. My name is [Your Name], and I am a [Your Position] at [Your 

Institution]. I am reaching out to introduce our ongoing research project titled "[Project Title]," 

which aims to [briefly describe the goal of your research]. 

As we seek to expand our global impact, we are looking for potential sponsorship partners who 

share our commitment to [describe shared values or goals]. We believe that your organization's 

mission aligns closely with ours, and we would be thrilled to explore opportunities for 

collaboration. 



We are particularly interested in [mention specific areas of support or partnership], and we are 

confident that working together could yield significant benefits for both parties. 

I would be grateful for the opportunity to discuss this proposal further and explore how we can 

work together. Please let me know a convenient time for you, or feel free to contact me directly 

at [Your Phone Number] or [Your Email Address]. 

Thank you for considering this opportunity. I look forward to the possibility of collaborating 

with you. 

 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Institution] 


