
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Company/Organization 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 [a 

brief introduction about yourself, e.g., "a recent graduate in Marketing 

from XYZ University" or "a professional with over five years of 

experience in software development"].  

I am reaching out to connect with you because [specific reason for your 

outreach, e.g., "I admire your work in the industry" or "I saw your 

recent article on LinkedIn about..."]. I am very interested in [specific 

interest related to the recipient's field or expertise], and I believe 

that your insights would be incredibly valuable.  

If you have a chance, I would love to [suggest a specific action, e.g., 

"schedule a quick call" or "grab a coffee"] to discuss [a specific topic 

or area of mutual interest]. I understand you have a busy schedule, but I 

would greatly appreciate any time you could spare.  

Thank you for considering my request. I look forward to the possibility 

of connecting with you.  

Best regards,  

[Your Name]  

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


