
[Your Name]  

[Your Address]  

[City, State, Zip]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Company/Organization Name]  

[Company Address]  

[City, State, Zip]  

Dear [Recipient's Name],  

[Opening paragraph: Introduce yourself and explain the purpose of your 

letter.]  

[Second paragraph: Share your background and relevant experiences.]  

[Third paragraph: Mention common interests or connections, and express 

your desire to network or discuss further.]  

[Closing paragraph: Thank the recipient for their time and consideration, 

and suggest a follow-up action, if applicable.]  

Sincerely,  

[Your Name]  

[LinkedIn Profile or Personal Website, if applicable] 


