
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title/Position]  

[Company/Organization Name]  

[Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

I hope this letter finds you well. I am writing to introduce you to Karen 

[Last Name], who is an exceptional [professional title or role] with a 

strong background in [specific skills or experiences relevant to the 

recipient].  

Karen has [briefly describe her experience, education, or achievements 

relevant to the recipient]. Her expertise in [specific area] has 

consistently produced [mention any accomplishments or results]. I believe 

that her knowledge and dedication will be a valuable asset to your team.  

I highly recommend that you connect with Karen to discuss [specific 

purpose or opportunity]. Please feel free to reach out to her at [Karen's 

email address] or [Karen's phone number].  

Thank you for considering this introduction, and I am confident that you 

will find Karen to be a remarkable addition to your network.  

Best regards,  

[Your Name]  

[Your Title/Position] 


