[Company Logo]   [Company Name]
INTRODUCTION LETTER
	Ref. No.:
	[Reference Number]

	Date:
	[Date]



To,
[Client / Vendor Contact Name]
[Designation]
[Client / Vendor Company Name]
[Address]
Subject: Introduction of [Employee Name], [Designation]
Dear [Client / Vendor Contact Name],
We are pleased to introduce [Employee Name], who has joined [Company Name] as [Designation] in our [Department] team. With effect from [Date], [Employee Name] will be your primary point of contact for [orders / account management / supplies / service requests].
[Employee Name] brings [number] years of experience in [industry / function] and has been fully briefed on our relationship with [Client / Vendor Company Name], including current orders, open issues and agreed terms.
[Employee Name] is authorised to [coordinate orders, share quotations, resolve service issues], while commercial approvals above ₹[Amount] and contract changes will continue to be approved by [Authorised Signatory].
Contact Details
	Name:
	[Employee Name]

	Email:
	[Employee Email]

	Phone:
	[Mobile Number]

	Office:
	[Work Location]



[Previous Contact Name], who handled your account earlier, has handed over all matters and will remain available for any clarification until [Date].
We value our association and are confident that [Employee Name] will continue to serve you well. [Employee Name] will contact you shortly to schedule an introductory meeting.
Yours sincerely,

	______________________________
For [Company Name]
[Authorised Signatory]
[Designation]
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