
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

Zhang [Last Name]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear Zhang,  

I hope this letter finds you in good spirits. My name is [Your Name], and 

I am [your position or relationship to Zhang, e.g., a colleague, a 

friend, etc.]. I am reaching out to introduce myself and express my 

enthusiasm for [specific reason for the introduction, e.g., a project, 

collaboration, event, etc.]. 

With a background in [your background or expertise], I believe we share 

mutual interests in [common interests or goals]. I am particularly 

excited about [specific project or idea related to Zhang], and I look 

forward to discussing how we can work together or support each other in 

our endeavors. 

Please feel free to reach out to me at your convenience. I would love to 

connect and explore the possibilities. 

Best regards,  

[Your Name]  

[Your Position]  

[Your Company/Organization, if applicable] 


