
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Recipient's Company/Organization]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

**Introduction**  

- Brief introduction of yourself  

- Mention how you got their contact information or connection  

**Purpose of the Letter**  

- State the purpose of your networking outreach  

- Explain your interest in [specific field/industry]  

**Background and Qualifications**  

- Provide a brief overview of your background  

- Highlight key qualifications or experiences relevant to your interests  

**Request for Networking**  

- Politely ask for a meeting, coffee chat, or informational interview  

- Specify your availability and flexibility  

**Closing**  

- Thank them for their time and consideration  

- Express your eagerness to connect  

Warm regards,  

[Your Name] 


