Introduction Email Template

This is a letter where a service provider introduced themselves to a potential client who was referred by a mutual friend.
Subject: (name of who introduced you) recommended I contact you
Hi (name)

In talking with (name of the colleague) he/she mentioned that you are (struggling with, need help with, or looking for) a solution.  (Name of the colleague) spoke very highly of you and encouraged me to reach out to offer my assistance.
I’ve been in business for (X years) and have experience in solving similar issues.

I’m really interested in learning more about your business, your needs, and how we may work together to achieve your goal.
I’d like to speak with you, at your earliest convenience, so we can get things back on track for you. Please let me know what times you have available to talk next week.
Regards,
(your name)

(company name)

(contact information)
