
[Your Name]  

[Your Address]  

[City, State, ZIP Code]  

[Your Email Address]  

[Your Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Company Name]  

[Company Address]  

[City, State, ZIP Code]  

Dear [Recipient's Name],  

I hope this message finds you well. My name is [Your Name] and I am 

currently [your current position or status, e.g., a recent graduate, a 

professional in a specific industry, etc.]. I am reaching out to connect 

and learn more about [specific area of interest or the recipient's 

expertise, e.g., your work at Company Name, your insights on a particular 

topic, etc.].  

[Include a brief introduction about yourself, your background, and why 

you are interested in connecting with the recipient. Mention any common 

connections, experiences, or interests.]  

I would greatly appreciate the opportunity to [request a meeting, phone 

call, informational interview, etc.], at your convenience. I value your 

insights and guidance, and I am eager to learn from your experiences in 

[specific field or industry].  

Thank you for considering my request. I look forward to your response. 

Best regards,  

[Your Name]  

[Your LinkedIn Profile or other relevant links, if applicable] 


