
[Your Name]  

[Your Job Title]  

[Your Company]  

[Company Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Job Title]  

[Recipient's Company]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

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

Job Title] at [Your Company]. We specialize in [brief description of your 

company and its services/products].  

I am reaching out to introduce myself and explore potential networking 

opportunities between our businesses. I believe that [mention any common 

interests or goals] could lead to mutually beneficial collaborations.  

I would love to schedule a time for a brief meeting or phone call to 

discuss how our companies can support each other. Please let me know your 

availability in the coming weeks.  

Thank you for your time, and I look forward to the possibility of working 

together.  

Best regards,  

[Your Name]  

[Your Job Title]  

[Your Company] 


