
Introduction Letter 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Your Email] 

[Your Phone Number] 

Dear [Recipient's Name], 

I hope this letter finds you well. My name is [Your Name], and I am [Your Position/Title] with 

[Your Organization/Institution]. I am reaching out to introduce myself and explore potential 

collaboration opportunities in our shared field of counseling. 

Having [briefly describe your experience or qualifications relevant to counseling], I am 

passionate about [describe your counseling interests or specialties]. I believe that by working 

together, we can enhance our efforts in supporting individuals through their challenges. 

I would love the opportunity to discuss this further and learn more about your work at 

[Recipient's Organization]. Please let me know if you would be available for a brief meeting or a 

phone call in the coming weeks. 

Thank you for considering my request. I look forward to the possibility of collaborating with 

you. 

Sincerely, 

[Your Name] 

[Your Position/Title] 

[Your Organization/Institution] 


