
[Your Name]  

[Your Job Title]  

[Your Company Name]  

[Company Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Job Title]  

[Recipient Company Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

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

[Your Job Title] at [Your Company Name]. I am writing to formally 

introduce myself and to share a bit about the work we do at our 

organization.  

At [Your Company Name], we specialize in [briefly describe your company's 

services/products]. Our goal is to [state your company's mission or 

objectives]. I believe there may be opportunities for us to collaborate 

or support each other in our respective roles.  

I would love to set up a time to connect and learn more about your work 

at [Recipient Company Name]. Please let me know if you are available for 

a short meeting or coffee chat in the coming weeks.  

Thank you for considering my introduction. I look forward to the 

possibility of working together.  

Warm regards,  

[Your Name]  

[Your Job Title]  

[Your Company Name] 


