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Turning “Info-Keepers” (“I’s) into “Referees” (“R’s”) 

Copy-and-Paste Email Blast to People You Know Well 

Notes: I recommend heavily customizing this template because you know your loved ones best. If I was writing this 

note to my parents, for example, I wouldn’t even write in English! The only “rules” for this note are: 

1. Keep it short. 

2. Ask them how they are first. 

3. Use the medium you normally use to communicate. 

4. Jump on a call to follow up if you don’t get a response within three days. 

 

Subject: My next move into (industry/role) 

 

Dear ___, 

 

How was your weekend? (You can also replace this with an ice breaker referencing a recent event in this person’s 

life.) 

 

I spent a bit of time on LinkedIn scouting for opportunities on Saturday. I’m on a (confidential) search for a (job 

title) role and wanted to ask – do you know anyone at a (type of company)? 

 

Hope you’re kicking butt, as always. 

(your name) 

Example 

Subject: My next move into environmental engineering 

 

Dear ___, 

 

How was your weekend? 

 

I spent a bit of time on LinkedIn scouting for opportunities on Saturday. I’m on a confidential search for my next 

role and wanted to ask -- do you know anyone who works at a small construction/engineering in the 

environmental engineering function? 

 

Hope you’re kicking butt, as always. 

 

Fatemah 
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Intro Email to Someone You Know (Kind of) 

Notes: I like using a social media platform to send this note out because it allows you to reference a recent change 

in your connection’s life. Blast this note to as many connections as possible. Remember, the worst thing that will 

happen is that you won’t get a response; but the people that do respond will help you push forward with your job 

search quite a bit. 

 

Don’t follow up individually with these people because that would be too time-consuming unless you’ve found a 

job. In that case, update these folks. Don’t throw anyone out. By messaging everyone you reached out to let them 

know you got a job, you  

● Give them closure. 

● Help them see that you’re very proactive. 

● Pave the road to get them to help you in the future. 

 

A “soft” follow-up can be done across your entire social media network. Simply create a post or status that says 

something like “Does anyone know someone in the environmental engineering field? I needed some career advice.” 

 

Hi (name), 

 

(Ice breaker referencing a recent event in connection’s life/career). 

 

How are things at work going?  

 

Speaking of work, I’m on a (confidential) search for my next role as a (job title) and wanted to ask -- do you know 

anyone at a (type of company)?  

 

Have a great day! 

Example 

Subject: Congrats on the baby! 

 

Hi Kenneth, 

 

How’s the new baby doing? Maria tells me that you just got promoted. Congrats! 

 

How are things at work going? 

 

Speaking of work, I’m on a search for my next role as an environmental engineer and wanted to ask — do you 

know anyone who works at a small environmental engineering firm in the greater LA area?  

 

Have a great day! 
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Example for someone you met at a networking event. 

Subject: Great meeting you at the happy hour! 

 

Hi Jerry, 

 

It was great meeting you last night at Columbia’s Business Professionals Happy Hour. I appreciated your insight 

into how Business Solutions Plus is using SalesForce to better track sales data.  

 

Speaking of work, I’m on a confidential search for my next role as a Head of Sales or something similar and wanted 

to ask — do you know anyone who works at a mid-sized software company in the greater LA area?  

 

I sent you a connection request on LinkedIn as well. 

 

I look forward to staying in touch, Jerry. 

 

Intro Email to a Stranger (“I”) 

Notes: This and the next few templates are the “meat” of my networking principles. I’s can help you either directly 

or indirectly. Indirect support is covered in the “Objections” part of my networking tutorial. 

 

The best way to make a good impression on a stranger “I” is to drop a common connection. This will result in the 

best response. After that, drop a common interest to get their attention. As a last resort, you can mention which 

database (LinkedIn, alumni network, professional association directory) you got their information from. 

 

Subject: Fellow ___ looking for ___. 

 

My name is ___ and I am a (something that ties you together). I received your information from ___. (Question? 

Examples of questions below. These questions have to be genuine and come from your heart. Even though we do 

make it easy for people to respond with a simple, one-sentence (or even one-word) answer, it’s VERY rare that 

they will limit their response as such. Instead, I have found that they give very detailed and thoughtful answers. 

They might share lots of information or resources with you.) (Optional: Reason for asking.) 

 

I recognize that this may be a busy time for you, so if we are unable to connect by email, I will try to reach you next 

week to see whether that is more convenient. This line takes the pressure off your connection to respond 

immediately, and counterintuitively, boosts response. In the event they do not respond, your diligent follow up will 

show them how reliable and trustworthy you are. You’re a man/woman of your word! Your follow up will also 

show your connection how much you value their time and thoughts. 

 

Thank you for your time. 
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List of questions to ask (after tailoring) in an introduction email 

The following questions can be answered in just one sentence. 

 

Questions About Projects: 

Notes: These are my favorite types of questions because you can tie in something that you saw in your contact’s 

LinkedIn profile. These questions are very flattering to receive because they tell your connection “I love the work 

that you do.” You can use Rapportive.com to find people’s LinkedIn profiles based on their email addresses. 

● What key skill/certification do you attribute the success of your _____ project to? 

●  (Some observation about the industry as a whole.) Are you seeing the same trend right now with your 

work? This question is great if you are an executive-level job seeker. 

● What skill/certification do you attribute the success of your recent ___ project to? This question is great for 

new graduates. 

● Are you particularly impressed with any companies right now that do ___? Try to tie this question in with a 

project in their LinkedIn profile if possible. This can be tied in with a follow-up later – “Do you know 

anyone who works at this company?” 

● Are these the most common types of projects that are undertaken in this industry these days? This question 

is great if you don’t have a specific focus to your job search and are exploring several options. 

 

Questions About Skills: 

Notes: These questions are great if you are relatively new to your industry. 

● I presently hold (qualifications) and was wondering if there’s any additional certification I could add to 

improve my chances of working as a (job title). This question is great if you are a career changer. Follow up 

with, “The reason I ask is because I’m transitioning from industry A to industry B and would love the input 

of an expert.” 

● What certification do you think I should pursue to get where you are now? 

● Is there a demand for (skill/certification) in (industry/type of work)? 

 

Questions About Your Industry: 

Notes: Before asking these questions, be sure to do a bit of Googling so you don’t come across as someone that’s 

lazy or insincere. You want to give people the impression that you’re humble, but also very well read and 

intelligent. 

● Which professional journals/websites/organizations would help me learn more about the (industry)? Add 

nuance to this question by showing what you have read. For example, “I’ve been following Science Daily to 

learn more about progressions made in artificial intelligence. Is there a more niche magazine you 

recommend I follow to learn more about AI? 

● Where can I learn more about the most common types of projects undertaken by (industry/field)? 

Potential follow up sentence: The reason I ask is I’d like to prepare myself by taking courses and 

certifications that would best support these sorts of projects. 

● Where can I learn more about trends in this industry? (Google first and make this question more nuanced.) 

Google this before asking it. A nuanced example of this question: Where can I learn more about trends in 

neuromorphic computing and related projects being worked on by your group in MIT? 

● Who do you recommend I follow to learn more about this industry? 
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Example 

Subject: Fellow Matador looking for certification advice. 

 

Dear Fareen, 

 

My name is Aleksandra and I am a senior at CSUN. I see from your profile that you recently obtained a Six Sigma 

Black Belt. Would you say that this certification contributed to your recent successes with Nestle’s supply chain 

optimization project? I am trying to learn more about logistics careers in medical device manufacturing companies 

in the greater LA area and your insights will be very helpful. 

 

I recognize that this may be a busy time for you, so if we are unable to connect by email, I will try to reach you next 

week to see whether that is more convenient. 

 

Thank you for your time.  

 

Total length including the subject: 116 words. Note that the question is a simple Yes/No (30 seconds of mental 

investment, maximum). This is much “easier” to respond to than a new graduate asking Fareen to “look over and 

forward my resume if you know of any opportunities that match my skillset,” (at least 15 minutes of mental 

investment).  

Follow Up 1 (6 days after the first email) 

Subject: Fellow ___ looking for ___. Same subject as the first note. 

 

Dear ___, 

 

I hope you had a wonderful weekend. I had a great time reading up on (the topic you introduced in the previous 

note). 

 

Is this week better for you to discuss (question)? 

 

Thank you so much for your insight in advance. 

Follow Up 2 (10 days after the first email) 

If you still have not gotten a response, “convert” your earlier question into a Yes/No question if it was not one 

already. For example, if you had asked “What certification do you think I should pursue to get where you are now?” 

your follow up should say “Do you think _____ is the best certification for me to pursue given my background in ___?” 

By doing this, you are eliminating the friction required to respond completely. You are making it effortless for your 

“I” to respond. 

 

After sending this message, don’t bother them – leave them alone. Don’t follow up. The only exception, of course, is 

if you got the job you’re interested in. As I mentioned a few slides ago, once you find a job, do message all the 
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people you had reached out to. Don’t throw anyone out. By messaging everyone you reached out to let them know 

you got a job, you  

a. give them closure. 

b. help them see that you’re very proactive. 

c. pave the road to get them to help you in the future. 

Example 

Subject: Fellow Bruin Interested in Higher Education 

 

Dear Fatemah, 

 

Hope you had a good weekend. Quick follow up – I did a bit of research and concluded that the mathematics 

program at Stanford is the one most closely aligned with my passion for algebraic geometry. Do you feel this 

program would be a good one for me to explore? 

Response Email to a Stranger (“I”) 

Now let’s say you DO get a response to your first email. In your draft, respond to each point of their email carefully 

and thoughtfully. 

The same thing happens when you’re meeting someone new to date. The first thing you might say to someone you 

meet at a bookstore, for example, would be – do you typically favor this author? And after addressing that question 

logically, your second question could be something like – what did you like most about this particular book? And 

your third could be something like – well, I like science fiction more than pure horror… since you’re so well read, 

would you be able to recommend a book that’s primarily horror, but with science fiction themes too? 

With each exchange of information, you guys invest more in each other – and that’s what happens at a professional 

level, too, because that’s just how human beings talk. 

Scroll below for a few “harder” question examples. 

Dear ___, 

 

(Logical response to their email.) For example, if they tell you that their recent certification was instrumental to 

their recent career successes, you can say – that sounds really exciting! I just signed up for a prep class. Thank you 

so much for your advice. 

 

They might share lots of information or resources with you. Your connection may have replied to your note with a 

lot of thought and care; it’s very important to acknowledge all parts of the message they have sent to you. If they 

share a resource, let them know you checked it out and will continue looking at it. Be very gracious – thank them 

profusely. 

 

(“Harder” question – grease that wheel!) Once you’re done responding to all points of their note – be sure you 

didn’t miss anything – ask your second question to “grease the wheel.” Remember, if they respond positively to the 

first note, it means they invested in you. And now it’s going to be easier for them to invest even more in you. 

 

Yours Gratefully, 
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List of questions to ask (after tailoring) in a response email 

Questions about Projects  

Again, these are my favorite sorts of questions because people love talking about themselves and what they do. 

You’ll see that none of these can possibly result in a one-word response, but that’s a good thing – we are going to 

ask your connection to invest more and more of their mental energy in you. 

● Is there anything about this project that surprised you when you first started? Provide rationale for why 

you are asking. 

● What other projects are you working on right now? Avoid making your reader feel like they’re being grilled. 

Transition into this question thoughtfully. 

● How is this project going? 

● Given that I am new to this industry, would you say my best next step would be to ____? 

● If I (take some action – refer to earlier discussion), do you feel my chances of working on (type of project) 

will improve? And would (job title) be the role I’d be advancing to if I perform well for the next few years? 

 

Questions About Change 

● I have a (certification). I sort of feel that interest in the (certification) methodology are waning. Do you feel 

that? How has your organization evolved in its use of (certification principles)? 

● You've been in both (industry) and (industry). How do you compare the need for (job titles) in both these 

industries? 

● Given ___, how do you see jobs in this field changing in the future? 

● Given ___, what do you feel will be our industry’s biggest challenge in the next few years? 

 

Questions About Career Growth 

● You have transitioned from a ___ role to a ___ role. I am interested in doing the same. I've done ___, ___, and 

___. What's the next step you think I should take to make myself more attractive to (type of company)? 

● I notice you (something about their career that is kind of "non-traditional"). How was it for you stepping 

into and out of (role)? Is that a path you would recommend taking? 

Example 

Dear Fareen, 

 

Thank you so much for your insight! I’ll be sure to sign up for the certification, then. 

One part of your profile that really spoke to me was the waste-elimination efforts you’ve been leading. Is this 

initiative ongoing? I’d love to learn more about how Six Sigma played a part in this initiative. 

 

Yours Gratefully, 

 

Aleksandra 
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Follow Up 1 (3 days after “response” email) 

Like the previous follow up, in this note, you are going to make it even easier for your contact to respond positively 

to you. We are going to “convert” our earlier question into a Yes/No question. The person you are reaching out to 

will likely be a manager or even higher on the corporate ladder. Google them and some of the projects mentioned 

in their LinkedIn profile. Keeping your earlier question in mind, send them a link to one of the articles you found 

and ask – “were you involved in this project?” 

Example 

Dear Fareen, 

 

I was poking around on Nestle’s website and found this great article: 

https://www.nestleusa.com/media/pressreleases/nestl%C3%A9-usa-announces-that-all-23-factories-achieve-

zero-waste-to-landfill  

 

Was your waste elimination project linked with this particular initiative? 

 

Have a great day! 

Follow Up 2 (7 days after “response” email) 

If your contact has not replied to your earlier follow up message, it most likely means that they do want to help you 

(they did reply to your first email), but do not have the time. Our goal with this follow up will be to piggyback off 

the conversation you have had already and direct it to a new person or resource. Ideally, you want a referral to 

someone else you can put in your pyramid. Your note should (a) express passion for the work your contact does 

and (b) ask for a referral. 

 

See? We’re not throwing anyone out. And if you do get a referral, keep Fareen informed about the progress you’ve 

made with their referred contact, even if Fareen is being unresponsive. People that are sought out for advice are 

extremely busy and may not respond immediately; that does not mean that they aren’t reading your email or are 

unimpressed with your diligence. Keep your helpful connections in the loop. 

Example 

Dear Fareen, 

 

As you may have gathered, I am very passionate about waste elimination in the supply chain. I understand that this 

may not be a good time for you; can you refer me to someone I can reach out to with questions about Nestle’s 

supply chain innovations?  

 

I greatly appreciate any guidance you can give me. 

 

Have a great day! 

https://www.nestleusa.com/media/pressreleases/nestl%C3%A9-usa-announces-that-all-23-factories-achieve-zero-waste-to-landfill
https://www.nestleusa.com/media/pressreleases/nestl%C3%A9-usa-announces-that-all-23-factories-achieve-zero-waste-to-landfill
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Third Email 

That’s fascinating, Fareen. I have a 9-minute break on Wednesdays and Fridays at 12:30. Can I call you on either of 

those days to learn more about your process improvement project? I promise I won’t take more than 9 minutes – I 

have a supply chain management class at 12:40. 

Informational Interview Follow Up 

Hi ___.  

 

On further reflection, I think (company) and I might be a great mutual fit. May I take a few more minutes of your 

time to ask you what next steps you’d recommend for me to maximize my chances of getting an interview with 

(company)? 

 

Now, notice we don’t say “let me take a few minutes to call you.” The way this email is worded, it’s a bit ambiguous 

and it’s warm and short enough that your contact will let you know what they feel is the best way to get the ball 

rolling. 

 

Please also see how vague this question is. If we had asked this question in an intro email, it would be unlikely that 

we’d hear anything back. But because we’ve built up this rapport, and because we say “a few minutes,” this note 

gets positive responses. 

Reply to a Positive Response 

Hi ___, 

 

Thank you so much for your referral to ___. I just sent ___ an email. I’ll be sure to update you if I get a positive 

response from them. 

 

In the meantime, I’ll explore the website you shared with me. 

 

Have a lovely day! 

 

Follow Up Example (Day 31) 

Let’s assume worst-case scenario; even after you fed the referred person into your pyramid and followed up with 

them, things didn’t work out. Here’s how to follow up with your primary contact. 

 

Hi ___, 

 

Thank you so much, once again, for your referral to ___. We exchanged a few emails and they will be getting back to 

me soon, I am sure. The purpose of this first paragraph is to let your primary contact know you’ve heard back from 
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your contact, but by saying “they will be getting back to me soon, I am sure,” you’re kind of saying, the ball is in 

their court now. Usually, a message like this gets a response like “yeah, let me check in with them, too.” But we’re 

not putting pressure on our contact to check in with their referral for us. 

 

Regarding the website you shared with me, it’s an extremely useful resource. So far, I’ve learned___. In this second 

part, we are letting them know that we didn’t put all our eggs in one basket, their referral; instead, we are 

continuing our search. Because if we put too much pressure on our contact, if we say, hey, this is the only shot I 

have, first of all, it makes them feel like you are holding them accountable for their referral’s actions, which you’re 

not, of course; you don’t want to put your contact in such an embarrassing position. Second, by showing your 

contact that we are going to continue pushing on, we show them how dedicated we are to our career. 

 

Thanks again! 

Follow Up Example (Day 61) 

Dear ___, 

 

How are you doing? I just wanted to update you regarding the resources you’ve shared with me already. After 

following a few resources on (website), I’ve decided to sign up for an online ___ course. Through it, I’ve learned __. 

 

Unfortunately, I haven’t heard back from __. It doesn’t seem like they’re interested in pursuing my candidacy at this 

time, but I’m confident I will hear something positive from some of my other applications soon; I’ve been to a few 

interviews and your advice has been really instrumental. In fact, I used some of the principles I learned in the __ 

course during my interview. 

 

I hope you have a great day! And thank you so much, once again. 

Follow Up Example (Day 91) 

Hello ___, 

 

I hope you had a lovely weekend. I really appreciate all the help you’ve given me. Thanks to your support so far, ___. 

 

I have written you a recommendation on your LinkedIn profile. Please let me know if you’d like me to make any 

changes to it. I’ve pasted it below: 

 

____ is a subject-matter expert on ___ and a thought-leader whose advice has been instrumental to my career as a ___. 

One thing that stood out to me about ___ was their ability to ___. Any ___ department would be lucky to have ___ as their 

member. 
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Follow Up Example (Day 121) 

Dear ___, 

 

As I’ve been progressing with my job search, I’ve gotten the feeling that perhaps there is room for improvement in 

my standard response to the interview question “____?” 

 

I usually say “____.” 

 

OR … there is room for improvement in my resume’s summary, “___.” 

 

The reason we don’t want to send the whole resume at this point is because as someone who has been looking for 

so long, you might be feeling very conscious about your resume. You might ask 10 different people to look at your 

resume, get 10 different opinions, and as you implement each and every one of their suggestions, put together 

something that actually performs worse than your original draft. There’s no such thing as a “perfect” resume. And 

speaking from my personal experience, I’ve talked to lots of people about what they like seeing in resumes. Some of 

the things I’ve heard were just bad advice. For example, someone once told me that a functional (aka skills-based) 

resume would perform better than a traditional, chronological resume if there are employment gaps in the resume. 

This is just bad advice. Functional resumes do not perform well online. We don’t want too many chefs in the 

kitchen. By giving your contact just your summary to look at, we avoid information paralysis and we also avoid 

overwhelming your contact. 

 

Do you think this looks okay, or do you feel there’s room for improvement? 

 

As always, I value any guidance you may be able to give me. 

Subsequent Follow-Ups 

Go back to the original format we had used to ask your contact a “hard” question (bottom of page 11). You can then 

start your follow ups again using the Day 31 model (flip back) where you updated your contact on what you have 

achieved so far, or you can continue asking questions. Try to do whatever feels natural given all that you have 

discussed already and how responsive your contact has been. 

 

Thank You Notes + Conclusions 

Dear ____, 

 

Thank you very much for referring me to (company)! I interviewed for (role) today and I think it went pretty well. 

 

(Person) told me that they would be making a decision on who to hire by (date) and would be in touch with me 

then. 

 

(Company) and the role felt like a good match for me. 



14 
 

  

Looking forward to working with you in the future! 

 

Sincerely, 

 

(your name) 

 

Outreach to People That Can Hire You (“H’s) 

Intro Email 

Subject: I help companies (result). 

 

Dear ___, 

 

(“Tailored” opening --) I had the pleasure of working with (referee) at (describe how you know them) and they 

recommended I get in touch with you. 

 

(“Generic” opening --) Would you like to (result)? 

 

As a (job title), I recently (achieved this major, spectacular achievement).  

 

A few of my accomplishments include: 

- Major accomplishment #1 (super short, 100 characters, focus on numbers if possible) 

- Major accomplishment #2 (super short, 100 characters, focus on numbers if possible) 

- Major accomplishment #3 (super short, 100 characters, focus on numbers if possible) 

 

If you’d like to talk about these projects as well as the ones in the attached resume, my number is 951.284.5404. Do 

you have time this week? 

 

Sincerely, 

 

(your name) 

(LinkedIn URL) 

(phone number) 
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Example 

Subject: I help companies expand into South East Asian markets explosively. 

 

Dear Georgia, 

 

I had the pleasure of speaking with Melanie regarding CareerTuners and your expansion to the Southeast Asian 

markets and she recommended I get in touch with you. 

 

As a program manager, I recently oversaw business development efforts for ResumeYes in Japan, South Korea, and 

Indonesia, which resulted in a 15% increase in our market share in telecom within just 15 months.  

 

A few of my accomplishments include: 

- Boosted total revenue by 9% due to my business development efforts in Southeast Asia. 

- Improved customer satisfaction by 20% by introducing a new, on-the-spot satisfaction measurement method. 

- Introduced a new way of short-listing vendors which has resulted in a cost saving of $5000/month. 

 

If you’d like to talk about these projects as well as the ones in the attached resume, my number is 951.284.5404. Do 

you have time this week? 

 

Sincerely, 

 

Fatemah 

LinkedIn.com/in/FatemahM 

951.284.5404 

 

New Graduate Example -- Quality Engineer 

Subject: I help companies identify and rectify quality issues. 

 

Dear Mr. Johnson, 

 

I had the pleasure of working with Einar Williams through this project and he recommended I get in touch with 

you. 

 

As a Quality Engineer, I recently used DMAIC Six Sigma methodologies to optimize a plant’s condensate recovery 

system as part of a school project.  

 

Would you like to improve your equipment troubleshooting processes? 

 

Through my internships and school projects, I have also: 

- reduced energy costs by 8% at SunSolar. 

- determined the root cause of corrosion at a local power plant. 

- tested and analyzed wrinkle cream’s raw ingredients in a Quality Control Lab 
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If you are looking to hire a driven Quality Engineer, let’s talk at your earliest convenience. My number is 

951.284.5404.  

 

Sincerely, 

 

Fatemah 

LinkedIn.com/in/FatemahM 

951.284.5404 

Follow Up 1 (If you haven’t gotten a response yet, 3 days after the first email) 

Subject (if executive): Do you need help with (result)? 

Subject (if recruiter): Do any of your clients need help with (result)? 

 

Hello ____, 

 

I recently emailed you about (result). If it makes sense to talk, please let me know how your calendar looks. If not, 

who is the appropriate person to reach out to? 

Example 

Subject: Do you need help expanding into new markets? 

 

Hello Fatemah, 

 

I recently emailed you about helping CareerTuners gain a greater market share in the telecom industry in the 

Japan, South Korea, and Indonesia region. If it makes sense to talk, please let me know how your calendar looks. If 

not, who is the most appropriate person to reach out to? 

Follow Up (If you got a response, but haven’t heard anything for 7 days.) 

Subject: How we can use (process/tool) to (result) 

 

Hi ____, 

 

After our last (call/email/discussing such and such with referral), I got excited about (result) and wanted to share 

some ideas I had about how we could (achieve that result): 

- Idea, no more than 2 lines 

- Idea, no more than 2 lines 

- Idea, no more than 2 lines 

 

The possibilities really are endless.  
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(Your question regarding follow-up -- ask them how long they’re going to take to get back to you.) 

 

Hope to tackle (problem) soon! 

 

(your name) 

Example 

Subject: How we can use localization to gain a competitive advantage for CareerTuners. 

 

Hi Fatemah, 

 

After our last call, I got really excited about expanding into new markets and wanted to share some ideas I had 

about how we could gain a competitive edge over the competition: 

- Local partnerships should be seriously considered on all levels: vendors, marketing, promotions, and business 

development.  

- All promotional campaigns should be deeply localized to cater to the unique culture and the multiple languages 

spoken in the region. 

- By using a few automation tools to eliminate duplication efforts, we can speed up service delivery, product 

creation, and the quotation process. 

 

The possibilities really are endless. 

 

If any of these ideas warrant further discussion, I’m free next week; when can I expect the next step? 

 

I hope to tackle this new market expansion situation soon! 

 

Fatemah 

Thank You Note (Recruiter/HR) 

Dear ____, 

 

Thank you very much for referring me to (company)! I interviewed for (role) today and I think it went pretty well. 

 

(Person) told me that they would be making a decision on who to hire by (date) and would be in touch with me 

then. 

 

(Company) and the role felt like a good match for me. I would be happy to meet similar employers for jobs that 

require (skills). 

 

If you can, please let me know how interested they are in me, and what I should be doing for follow up, in addition 

to the thank you notes I have already sent. 

 

Looking forward to working with you in the future. 
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Sincerely, 

 

(your name) 

 

Example 

Hey Liz, 

 

Thank you very much for referring me to Company L! I interviewed for a program manager position today and I 

think it went pretty well. 

 

Johnny, one of the directors, told me that they would be making a decision on who to hire by the 19th and would be 

in touch with me by then. 

 

Company L and the role felt like a good match for me. I would be happy to meet similar employers for jobs that 

require business development, program management, and multicultural experience. 

 

If you can, please let me know how interested they are in me, and what I should be doing for follow up, in addition 

to the thank you notes I have already sent.  

 

Looking forward to working with you in the future. 

 

Sincerely, 

 

Fatemah 

Thank You Note (Decision-Maker -- send within an hour of your interview.) 

 

Good afternoon (name). 

  

It was a pleasure speaking to you today about taking (Company) to (result). Our conversation really got me 

thinking about (example of something you encountered in your professional experience, but didn’t get a chance to 

mention during the interview). While both (Company) and (previous company you worked at) have different goals 

and models, I learned a lot simply by studying how (comparison). (Talk about the comparison.) 

  

If this warrants another conversation, I am free on (time) and can step by for a brief chat. 

  

I look forward to hearing your thoughts. 

  

My Warmest Regards, 

  

(your name) 
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Example 

 

Good afternoon Jeanette. 

  

It was a pleasure speaking to you today about taking Lifestyle Weekly online to boost overall readership. Our 

conversation really got me thinking about the work I did at the New York Times, and the steps we took to boost our 

online readership. While both Lifestyle Weekly and the New York Times have different goals and models, I learned 

a lot simply by helping nurture such a strong readership online without hurting our physical news presence.  

 

I gathered my findings into a brief report, attached below. I hope you find it useful. 

  

If the report warrants another conversation, I am free on Friday after 2 PM and can be reached at 951.284.5404. 

  

I look forward to hearing your thoughts. 

  

My Warmest Regards, 

  

Fatemah 

Thank You Note (Rejection) 

Dear (name), 

 

I want to thank you once again for giving me the opportunity to interview with you. It was a pleasure meeting with 

all of you and getting a first-hand look at (Company), an organization I would still very much like to work for one 

day. 

 

While I am disappointed that I wasn’t your final choice for (Job Title), I appreciate the professional and thorough 

manner in which the interviews were conducted. I am honored to have made the short list. 

 

I wish you and your team great success. Thank you again for all your efforts on my behalf. 

 

Kind regards, 

 

(Your Name) 

  



20 
 

Miscellaneous 

Asking for a Recommendation 

Hi (name), 

 

(Break the ice by talking about a recent accomplishment. Better yet, offer some help for a problem they’re facing) 

 

As you may know, I’m back on the job market. It would really help me out if you could tell a story on my LinkedIn 

of how I (specify an accomplishment). Here’s my LinkedIn profile: (linkedin.com/in/) 

 

Thank you so much! 

Example 

Hi Mr. Suleiman!  

 

I heard that you were looking to revamp your website. I know a great web developer who optimizes websites for a 

fraction of what others charge. If you want her contact information, please let me know.  

 

As you may know, I am back on the job market. It would really help me out if you could tell the story on LinkedIn of 

how I helped boost AP test scores at North High by developing training programs for teachers. Here is my LinkedIn 

profile URL: (linkedin.com/in/) 

 

Thank you so much!  

 

Have a wonderful weekend. 

 

Connecting with People on LinkedIn 

Hi (name). I see that (bring up something you have in common. Use it to end the communication with an easy to 

answer question).  

 

Example 

Hi Jerry. I see we are both in healthcare – are you attending the HIPPA training at the Marion Conference Center? 

Let me know if you’d like the details! 


