
By Way of Introduction Email Template

“By Way of Introduction” adds more clarity and specificity to your writing. It not only give
a clear indication that you are introducing a topic or starting a discussion, but also
provide additional context, purpose, and structure to your content. It helps engage your
readers or listeners, ensure a smooth flow of information, and demonstrate your
expertise and attention to detail.

Below is a template that you can follow to use “By Way of Introduction”:

Dear [Recipient Name],

By way of introduction, my name is [Your Name] and I am the [Your Role] at [Your
Company]. I am reaching out to you today because [briefly explain the reason for your
email].

[Optionally add 1-2 sentences about yourself or your background to personalize the
introduction, such as:]

● I have been working in the [industry] industry for [Number] years and am
passionate about [Area of interest].

● I was impressed by your recent work on [Specific project/achievement] and
would love to learn more about it.

● I am a new member of the [Organization/Group] and would like to connect
with other members in the [Area of expertise].

[State your request or call to action clearly and concisely.]

For example:

● I would be happy to chat with you about [Specific topic] at your
convenience.

● I have attached a document with more information about [Something you
want to share].

● Please let me know if you are open to connecting on [Platform like
LinkedIn].

Thank you for your time and consideration. I look forward to hearing from you soon.



Sincerely,

[Your Name]

[Your Title/Company (if applicable)]

[Contact Information]

Additional Tips:

● Keep your email concise and to the point.
● Proofread your email carefully before sending it.
● Use a professional email address.
● Personalize the email as much as possible.
● Attach any relevant documents as mentioned in the email.


