
 

Networking Scripts 
 

To be used to follow up after applying for a job 

Dear (his or her name), 

My name is (your name), and I’m a (job title) working at (organization and/or geography). I recently applied for the (job 
title) at (organization name) and I am curious if you have began the screening process for this role.  I would love to 
chat with you to learn about the organization. 

Thanks a ton, 

(Your name 

 

 

To be used to request an informational interview 

Dear (his or her name), 

My name is (your name), and I’m a (job title) working at (organization and/or geography). I’m reaching out because 
(reason why you want to speak with this person).  I’d love to learn more about (2 – 3 things you’d like to learn from the 
person). 

I’m sure you’re busy so even a brief chat would be much appreciated. 

Thanks a ton, 

(Your name) 

 

 

 

 

 

 



 
 

Follow up to an informational interview request 

Dear (his or her name) 

I hope you’re having a great week!  I wanted to follow up on my request for an informational interview.  As I 
mentioned, (reason why this person has impressed you) and I’d love to hear about (questions you’d like to ask).  I’m 
pretty flexible in my schedule I’d be happy to touch base with a time that works best for you.  However, if your 
schedule is too full, I completely understand. 

Best, 

(Your name) 

 
 

Emailing Someone You Know to Ask for an Interview 
 
Hi [friend’s first name], 
 
Hope all is going well in your world! 
 
I am considering a career change and exploring career alternatives. Working as a [what you do] at [where you work] 
for [number of years] has been great, but I'd like to grow my skill set and expand my horizons. 
 
So, I’m exploring opportunities with new employers [or in a new field/industry -- name of field/industry, or working with 
customers you want], hoping to learn more about [skill set(s) you want, industry you want, customers you want, or 
whatever your goal is]. Given your wide experience and network, I would love to get your take on [whatever you 
specified earlier in this paragraph]. 
 
If you have some time to spare in the next 3 weeks, it would be great to get together for a cup of coffee or a glass of 
wine, even lunch or dinner (my treat!). Give me a couple of date/time options that would work best for you, and we'll 
find a time to connect. 
 
If you're too busy to get together now, a short (15 or 20 minutes) phone call would be a great, too. Just let me know 
the best time and phone number for you. 
 
I'd love to catch up on what's happening in your world and also have an opportunity to pick your brain about this topic. 
As the Beatles sang so many years ago, "We get by with a little help from our friends." 
 
Thank you so much for your assistance on this. Please let me know how I can help you. 
 
Regards, 
[Your name] 



 
Emailing Someone You Know to Ask for a Referral 

 
Hi [friend’s first name], 
 
Hope all is going well in your world! 
 
Working as a [what you do] at [where you work] for [number of years] has been great. But it feels like time to move on 
to a new [employer, career, or industry]. Given your vast experience and excellent network, I hope you can help me 
connect with a few people who can help me learn more about [these employers or this field] I am considering. My goal 
is to set up 2 or 3 (or more) informational interviews with these folks. 
 
I’m focusing my exploration on [employers in the location or name of field/industry] for opportunities as a [job title] or a 
[job title]. Since you know that [location or field] so well, I would greatly appreciate your help in learning more by 
introducing me to anyone you know who works [in your target field or for one of the employers]. 
 
If you have some time to spare in the next 3 weeks, my goal is to spend 15 or 20 minutes discussing how the 
organization works -- the culture, style, opportunities, hazards, and future for employees of the [organization or field]. I 
won't be asking for a job -- only for information. 
 
I've heard great things about [these employers or these jobs], and learning more about them will be very helpful. I am 
particularly interested in an introduction to people who work [at any of these employers or in any of these jobs]: 
 
[Employer A name or Job Title A] 
[Employer B name or Job Title B] 
[Employer C name or Job Title C] 
 
If you could copy me on the email, that would be very helpful. Or, forward the response to me when (if) someone 
agrees, so I am able to contact them, in context. 
 
Feel free to include my LinkedIn Profile [provide your Profile's link] in your introduction and a short introduction about 
me that includes my years of experience as a [what you do] at [where you work] for [number of years], and that I’m 
interested in learning more about [their employer or their industry/field]. I promise not to send them a resume unless 
they request one. 
 
Give me a call or send me an email if you have any questions 
 
Now, let me know what I can do for you! 
 
Regards, 
Name 
 
[Your full name] 
[Your current job title] 
[Your non-work phone number] 



 
Emailing a Stranger WITH a Referral 

 
Dear [Mr. or Ms. Last name], 
 
When I told [name of person giving the referral] that I wanted to talk with someone very experienced and 
knowledgeable about [the employer, job, career, or industry you want to learn more about], [he or she] immediately 
offered your name and suggested that I should speak with you. [First name of referred] also indicated that you might 
be willing to help me learn more about [the topic]. 
 
I am seriously considering making a change from [what you do now or where you work] to [the topic you want to 
discuss]. Before I make that change, I need to understand much more about what is involved. My goal is to learn the 
culture, style, opportunities, hazards, and future for employment in this field. As an acknowledged expert in this field, I 
would love the opportunity to discuss it with you. 
 
If you have some time to spare in the next 3 weeks, I hope that you can meet me for a cup of coffee or a glass of wine, 
even lunch or dinner (my treat!). If your calendar is too crowded, I could stop by your office for a quick (20 or 30 
minutes) discussion. If that's not possible, a 15 or 20 minute phone call would work, too. I appreciate any time that you 
can share with me. 
 
I promise -- I am simply collecting insider information. This isn't an unsubtle attempt to market myself for a job. I won't 
even bring a copy of my resume, unless you think it would be helpful for the discussion. 
 
Thank you very much for agreeing to provide this help. I greatly appreciate your kindness and generosity! 
 
Please let me know if there is anything I can do for you in the future! 
 
Sincerely, 
[Your full name] 
 
[Your current job title] 
[Your non-work phone number] 
[Your LinkedIn Profile's URL] 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

Emailing a Stranger WITHOUT a Referral 
 
Dear [Mr. or Ms. Last name], 
 
My name is [your name]. I am a [what you do], and I am reaching out to you to request a very small bit of your time (as 
little as 20 minutes) for an informational interview. My goal is to learn as much as possible about [topic you want] 
because I am seriously considering moving my career in that direction -- a big step for me. 
 
I am seriously considering making a change from [what you do now or where you work] to [the topic you want to 
discuss]. Before I make that change, I need to understand much more about what is involved. My goal is to learn the 
culture, style, opportunities, hazards, and future for employment in this field. As an acknowledged expert in this field, I 
would love the opportunity to discuss it with you. 
 
If you have some time to spare in the next 3 weeks, I hope that you can meet me for a cup of coffee or a glass of wine, 
even lunch or dinner (my treat!). If your calendar is too crowded, I could stop by your office for a quick (20 or 30 
minutes) discussion. If that's not possible, a 15 or 20 minute phone call would work, too. I appreciate any time that you 
can share with me. 
 
I promise -- I am simply collecting insider information. This isn't an unsubtle attempt to market myself for a job. I won't 
even bring a copy of my resume, unless you think it would be helpful for the discussion. 
 
Thank you very much for agreeing to provide this help. I greatly appreciate your kindness and generosity! 
 
Please let me know if there is anything I can do for you in the future! 
 
Sincerely, 
[Your full name] 
 
[Your current job title] 
[Your non-work phone number] 
[Your LinkedIn Profile's URL] 
 


