
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Company Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient 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 XYZ, or an 

experienced professional in ABC]. I am reaching out to express my 

admiration for [something specific about the recipient/company, e.g., a 

recent project they completed, their leadership in the industry, etc.].  

I am currently exploring opportunities in [specific field/industry], and 

I believe that your expertise could provide invaluable insights. I would 

greatly appreciate the opportunity to connect, whether over a call or a 

coffee, to discuss your experiences and any advice you might have for 

someone looking to grow in this field.  

Thank you very much for considering my request. I truly value your time, 

and I hope to hear from you soon.  

Warm regards,  

[Your Name] 


