
[Your Full Name] 

[Your Professional Title / Industry] 

[LinkedIn Profile URL] 

[Email Address] 

[Date] 

[Recipient Name] 

[Recipient Job Title] 

[Company Name] 

Dear [Recipient Name], 

I have been following [Company Name]'s recent work in [Specific Project, Initiative, or News 

Item], and I was particularly impressed by [Brief Detail showing you've done your research]. 

Given my background in [Your Area of Expertise], I felt compelled to reach out and introduce 

myself. 

Currently, I am [Current Status: e.g., transitioning roles, expanding my network in X sector, 

or seeking new challenges]. Over the past [Number] years, I have focused on [Key Skill 1] and 

[Key Skill 2], which has allowed me to [One Significant Achievement or Impact]. I believe 

that a proactive exchange of ideas is the best way to stay ahead in [Industry Name]. 

I am not reaching out for a specific open position, but rather to establish a connection with a 

leader in the field. I would greatly value the opportunity to learn more about your perspective on 

[Specific Industry Trend or Departmental Challenge]. 

If your schedule permits, would you be open to a brief 15-minute introductory conversation or a 

virtual coffee sometime next week? I am happy to work around your availability. 

Thank you for your time and for the work you do at [Company Name]. 

Sincerely, 

[Your Full Name] 


