
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Your Email Address]  

[Your Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Job 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 [a 

brief introduction about yourself, e.g., a recent graduate, an aspiring 

professional in a specific field, etc.]. I am reaching out to express my 

admiration for your work at [Company Name] and to seek your advice on 

[specific topic or area of interest].  

I have a strong interest in [related industry or field], and I believe 

that your insights would be invaluable to me as I navigate my career 

path. I would greatly appreciate the opportunity to connect with you for 

a brief conversation, whether it be over coffee or a virtual chat.  

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

possibility of speaking with you.  

Warm regards,  

[Your Name]  

[Your LinkedIn Profile or Professional Website (if applicable)] 


