
Business Introduction Letter 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient Name] 

[Recipient Position] 

[Recipient Company] 

[Recipient Address] 

[City, State, Zip Code] 

Subject: Introduction to [Your Company's Software Name] 

Dear [Recipient Name], 

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

[Your Company]. We specialize in providing innovative software solutions to help businesses 

like yours streamline operations and improve efficiency. 

We are excited to introduce you to our flagship product, [Software Name], which offers [briefly 

describe key features and benefits]. Our platform is designed to [explain how it addresses 

specific needs or challenges faced by the recipient's industry]. 

We would love the opportunity to discuss how [Software Name] can benefit [Recipient 

Company]. I believe our solutions could greatly contribute to your goals of [specific goals 

related to the recipient's business]. 



Please let me know a convenient time for us to connect, or feel free to reach out directly at [Your 

Phone Number] or [Your Email Address]. Thank you for considering our solutions, and I look 

forward to your response. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 


