
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

Zhou [Last Name]  

[Company/Organization Name]  

[Company Address]  

[City, State, Zip Code]  

Dear Zhou,  

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

position or a brief introduction about yourself]. I am reaching out to 

introduce myself and express my interest in [reason for reaching out, 

e.g., collaboration, networking, or a specific project].  

I have a background in [briefly describe your background, experience, or 

relevant skills]. I believe that my experience in [specific skills or 

industry] could be mutually beneficial and may align with your work at 

[Company/Organization Name].  

I would love the opportunity to discuss this further and explore how we 

could possibly work together. Please let me know your availability for a 

brief meeting or call in the upcoming weeks.  

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

of connecting with you.  

Warm regards,  

[Your Name]  

[Your Position]  

[Your Company/Organization Name] 


