& INTRODUCTION & NETWORKING LETTER TEMPLATES

[Date]
[Recipient name] - [Title] - [Organisation] - [Address]
Dear [Name],

[Name A], meet [Name B], [who they are]. [Name B], meet [Name A], [who they are]. I thought you should talk
because [specific reason].

[Why this matters to the reader.]
[Next step: call, meeting, attachment.]
Thank you for your time.

Yours sincerely,

[Your name] - [Title] - [Phone] - [Email]
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