
[Your Name] 

[Your Phone Number] 

[Your Email Address] 

[Your LinkedIn Profile URL] 

[Date] 

[Recipient's Name] 

[Recipient's Title] 

[Company Name] 

Dear [Recipient's Last Name], 

Thank you very much for taking the time to speak with me on [Date] regarding your 

experience in the [Industry Name] industry. I truly appreciated the opportunity to learn 

more about your career path and the current trends at [Company Name]. 

Our discussion about [Specific Topic Discussed] was particularly insightful. Following 

your suggestion, I have already [Action Taken, e.g., read a specific book, reached out to 

a contact, or researched a specific trend]. The perspective you shared regarding [Key 

Insight] has significantly shaped my understanding of how to approach [Specific Goal or 

Challenge]. 

I have attached my updated resume for your records, as we discussed. If you happen to 

hear of any opportunities or professional groups that would be beneficial for someone 

with my background in [Your Field/Skill], I would be very grateful for your 

recommendation. 

Thank you again for your mentorship and generosity. I look forward to keeping in touch 

as I progress in my career. 

Best regards, 

[Your Signature] 

[Your Printed Name] 


