Sample Networking Letter – Different function, similar industry
Dear ____________:
___________________ suggested that I contact you for advice on how I might apply my ____________ experience in a _________________ [type of company].   My experience includes _________________.   During my tenure at ___, I particularly enjoyed my role as a _____________ and am looking to apply those skills in a new position.
After over ______  years in __________________[industry], I’m seeking to apply my _______________skills within a ___________________[different type of company within same industry].    To that end, I’d like to set up a 20 minute meeting to get your thoughts on how my skills and background might be useful in a ____________ setting.

I will contact your office in the next couple of days to determine if we can find a convenient time to meet in the next few weeks.    Thanks so much.

Sincerely,
[Your Name]
Sample Networking Letter – Similar skills, different industry
Dear ____________:

________________ suggested that I contact you for advice on how I might utilize my ______________________ skills in the [target industry] sector.  Highlights of my background include ___________________________________________.  During my tenure at _________, I particularly enjoyed ________________________.

After over 20 years in the ____________  industry, I’m seeking to apply both my ______________skills in the ________ industry.    I’m particularly interested in ______________ and how my experience would apply in that context.    To that end, I’d like to set up a 20 minute meeting to get your thoughts on how my skills and background might be used in the _________ industry.

I will contact your office in the next couple of days to determine if we can find a convenient time to meet in the next few weeks.    Thanks so much.

Sincerely,

[Your Name]
Networking Letter – Moving to Area

Dear ____:

_______________ recommended that I contact you.   I recently relocated to this area from __________ [give reason if you have a good one].     _______________ suggested that you might be particularly helpful as I begin the process of looking for ______________ position in the Philadelphia region.    To that end, I would greatly appreciate the chance to meet with you for twenty minutes to ask for your recommendations of names and organizations that I might contact here.

In __________, I was the [position held] of ______________[company or organization name].   During my time there, I [mention a few key accomplishments] which resulted in [mention a couple of concrete results].

I will follow up with you later this week to discuss the possibility of a meeting.   Thank you.

Sincerely,
[Your Name]

Sample Networking Letter – Transitioning Back into Industry

Dear ____________:

___________ suggested that I contact you for advice on how I might transition back into the ________ industry.    I’m a ________________ with ___________________background.   Prior to working in the _______________ industry, I worked as a _______________ in the [target industry that you wish to transition back into].   

 After the last ____ years in the ___________[your old] industry, I’m looking for a way to apply both my ________________________  knowledge in _____________[your target industry] because [reason for wanting to transition back to that industry].    To that end, I’d like to set up a 20 minute meeting to get your thoughts on how my skills and background might be used in the ________ sector.

I will contact your office in the next couple of days to determine if we can find a convenient time to meet in the next few weeks.    Thanks so much.

Sincerely,

[Your Name]

Sample Networking Letter – Specific interest area – new industry and possibly new function
Dear ____________:

___________________ suggested that I contact you for advice on how I might apply my ________________ experience in ________________[industry].   My experience has included _____________________________.
After over ___ years in ____________, I’m looking for a way to apply my skills and knowledge in the _______________ sector.   I have a particular interest in the concept of ______________________ and how my skills might be used in that context.    To that end, I’d like to set up a 20 minute meeting to get your thoughts on how my skills and background might be applicable in the ______________ industry.

I will contact your office in the next couple of days to determine if we can find a convenient time to meet in the next few weeks.    Thanks so much.

Sincerely,

[Your Name]

Sample Networking Letter – Student looking to get established in new career

Dear ____________:

___________ suggested that I contact you for advice on launching my career in ___________________.  I have a ________ degree in ____________ from ___.   In addition to my formal schooling, I have experience in ___________________ settings as well as an internship with the _________.   I’m now seeking an entry level role in a _______________ organization, preferably involved in the ____________[specialized area].  
I would so appreciate the opportunity to get your suggestions about the best way for me to get started in my career.    To that end, I’d like to set up a 20 minute meeting to get your thoughts about where my skills and background would be most valued.   Be reassured that I’m not expecting you or the [your organization] to have a position for me, but only seek your counsel on my career direction.  I know you are busy, so you have my promise that we won’t go over our allotted time.
I will contact your office in the next couple of days to determine if we can find a convenient time to meet in the next few weeks.    Thanks so much.

Sincerely,
[Your name]

