BUSINESS INTRODUCTION LETTER TEMPLATE

[DATE]

[RECIPIENT NAME]

[RECIPIENT TITLE]

[RECIPIENT COMPANY NAME]

[RECIPIENT STREET ADDRESS]

[RECIPIENT CITY, STATE, ZIP CODE]

RE: BUSINESS INTRODUCTION AND PROPOSED RELATIONSHIP

Dear [RECIPIENT NAME],

[YOUR NAME], on behalf of [YOUR COMPANY NAME], is pleased to introduce our business and explore potential opportunities for collaboration with [RECIPIENT COMPANY NAME].

1. INTRODUCTION AND PURPOSE

1.1 Purpose of Letter: This letter serves to formally introduce [YOUR COMPANY NAME] to [RECIPIENT COMPANY NAME] and to outline our business capabilities, experience, and interest in establishing a professional relationship.

1.2 Sender Information: [YOUR NAME], [YOUR TITLE], is authorized to submit this introduction on behalf of [YOUR COMPANY NAME].

1.3 Recipient Information: This letter is directed to [RECIPIENT NAME], [RECIPIENT TITLE], at [RECIPIENT COMPANY NAME].

2. COMPANY OVERVIEW

2.1 Legal Business Name: [YOUR COMPANY LEGAL NAME].

2.2 Business Structure: [SOLE PROPRIETORSHIP / PARTNERSHIP / LLC / CORPORATION / OTHER].

2.3 Date Established: [YEAR ESTABLISHED].

2.4 Primary Business Address: [YOUR COMPANY STREET ADDRESS], [YOUR COMPANY CITY, STATE, ZIP CODE].

2.5 Website: [YOUR COMPANY WEBSITE].

2.6 Business Registration Number: [BUSINESS REGISTRATION OR LICENSE NUMBER].

2.7 Tax Identification Number: [TAX IDENTIFICATION NUMBER].

3. PRODUCTS AND SERVICES

3.1 Core Products or Services: [DESCRIBE PRIMARY PRODUCTS OR SERVICES].

3.2 Secondary Products or Services: [DESCRIBE SECONDARY PRODUCTS OR SERVICES].

3.3 Target Market or Industry: [DESCRIBE TARGET MARKET OR INDUSTRY].

3.4 Unique Value Proposition: [DESCRIBE WHAT SETS YOUR BUSINESS APART].

3.5 Service Area or Territory: [DESCRIBE GEOGRAPHIC SERVICE AREA].

4. COMPANY BACKGROUND AND EXPERIENCE

4.1 Years in Operation: [NUMBER OF YEARS].

4.2 Key Milestones: [DESCRIBE SIGNIFICANT MILESTONES].

4.3 Relevant Experience: [DESCRIBE RELEVANT EXPERIENCE WITH SIMILAR CLIENTS OR PROJECTS].

4.4 Certifications or Licenses: [LIST RELEVANT CERTIFICATIONS OR LICENSES].

4.5 Professional Affiliations: [LIST PROFESSIONAL ORGANIZATIONS OR AFFILIATIONS].

5. KEY PERSONNEL

5.1 Primary Contact Name: [PRIMARY CONTACT NAME].

5.2 Primary Contact Title: [PRIMARY CONTACT TITLE].

5.3 Primary Contact Email: [PRIMARY CONTACT EMAIL].

5.4 Primary Contact Phone: [PRIMARY CONTACT PHONE].

5.5 Secondary Contact Name: [SECONDARY CONTACT NAME].

5.6 Secondary Contact Title: [SECONDARY CONTACT TITLE].

5.7 Secondary Contact Email: [SECONDARY CONTACT EMAIL].

5.8 Secondary Contact Phone: [SECONDARY CONTACT PHONE].

6. PROPOSED RELATIONSHIP OR OPPORTUNITY

6.1 Nature of Proposed Relationship: [DESCRIBE PROPOSED RELATIONSHIP, E.G., VENDOR, PARTNER, CLIENT, DISTRIBUTOR].

6.2 Specific Opportunity: [DESCRIBE THE SPECIFIC OPPORTUNITY OR NEED].

6.3 Estimated Timeline: [DESCRIBE PROPOSED TIMELINE].

6.4 Estimated Value or Scope: [DESCRIBE ESTIMATED VALUE OR SCOPE OF WORK].

6.5 Mutual Benefits: [DESCRIBE BENEFITS TO BOTH PARTIES].

7. REFERENCES

7.1 Reference One Name: [REFERENCE ONE NAME].

7.2 Reference One Company: [REFERENCE ONE COMPANY].

7.3 Reference One Contact: [REFERENCE ONE EMAIL OR PHONE].

7.4 Reference Two Name: [REFERENCE TWO NAME].

7.5 Reference Two Company: [REFERENCE TWO COMPANY].

7.6 Reference Two Contact: [REFERENCE TWO EMAIL OR PHONE].

7.7 Reference Three Name: [REFERENCE THREE NAME].

7.8 Reference Three Company: [REFERENCE THREE COMPANY].

7.9 Reference Three Contact: [REFERENCE THREE EMAIL OR PHONE].

8. REQUESTED NEXT STEPS

8.1 Requested Action: [DESCRIBE REQUESTED ACTION, E.G., MEETING, CALL, PROPOSAL REVIEW].

8.2 Proposed Meeting Date: [PROPOSED MEETING DATE].

8.3 Proposed Meeting Time: [PROPOSED MEETING TIME].

8.4 Proposed Meeting Location: [PROPOSED MEETING LOCATION OR VIRTUAL PLATFORM].

8.5 Response Deadline: [RESPONSE DEADLINE DATE].

9. CONFIDENTIALITY

9.1 Confidential Information: Any non-public information disclosed by either party in connection with this introduction shall be treated as confidential.

9.2 Permitted Use: Confidential information shall be used solely for the purpose of evaluating the potential relationship described herein.

9.3 Exclusions: Confidential information does not include information that is or becomes publicly available, was known prior to disclosure, or is independently developed.

9.4 Duration: Confidentiality obligations shall survive for [NUMBER] years from the date of disclosure.

10. NO OBLIGATION

10.1 No Binding Agreement: This letter is for introductory purposes only and does not create a binding contract, partnership, joint venture, or agency relationship between the parties.

10.2 No Obligation to Proceed: Neither party is obligated to proceed with any transaction or relationship described in this letter.

10.3 Subject to Further Agreement: Any relationship shall be governed by a separate written agreement executed by both parties.

11. GOVERNING LAW

11.1 Governing Law: This letter shall be governed by the laws of the State of [STATE].

11.2 Venue: Any disputes shall be resolved in the courts located in [COUNTY, STATE].

12. ACCEPTANCE AND ACKNOWLEDGMENT

12.1 Acknowledgment: The undersigned acknowledge receipt and understanding of this business introduction letter.

12.2 No Binding Effect: Acknowledgment does not constitute acceptance of any offer or creation of any binding obligation.

Sincerely,

[YOUR SIGNATURE]

[YOUR NAME]

[YOUR TITLE]

[YOUR COMPANY NAME]

[YOUR COMPANY STREET ADDRESS]

[YOUR COMPANY CITY, STATE, ZIP CODE]

[YOUR COMPANY EMAIL]

[YOUR COMPANY PHONE]

Acknowledged and Received by:

[RECIPIENT SIGNATURE]

[RECIPIENT NAME]

[RECIPIENT TITLE]

[RECIPIENT COMPANY NAME]

[DATE]
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