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Less Struggle.  More Support.  Better Results. 

 
 

Networking Letter Template 
 
Note: Before you start to write your networking letter, please complete the Career3D 
Transition Statement and Elevator Speech worksheets first. 
 

Having a networking letter is another tool in your job search tool box that is essential.  
At Career3D we address networking as one of the best ways to find a job, and a 
networking letter is one of the tools you need to start networking. 
 

Note: I refer to this as a networking letter, but keep in mind it can also be used as a 
template for an email or as a script for phone or in-person networking conversations. 
 

The first step in networking is to let your network know what your situation is.  Your 
networking letter is a written communication you send to ALL of your contacts to initiate 
networking activities with them, let them know about your situation and to ask for their 
assistance.  Don't be reluctant to do this!  People who know you want to help (really!), 
all you have to do is ask!  
 

Rules for your letter: 

 As with all your written communications: proofread, proofread, proofread!         
No misspellings or typos allowed! 

 Keep it conversational, practice saying it – you don’t want it to sound too stiff or 
rehearsed. 

 Always use an appreciative tone and repeatedly use or say ‘thank you’ – it’s all 
about relationship building! 

 Never include your resume.  Wait to be asked for it. 

 Write it and get it out there! (Remember, at Career3D we’re all about taking 
action and moving forward!) 

 Writing and delivering this is only the first step – don’t forget to follow-up! 
 
Your Success Accelerant! 

 
Brenda Cody, M.S. 
Brenda@Career3D.com 
720.213.8743 

mailto:Brenda@Career3D.com
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Your First Name Your Last Name 
123 Main St. City, ST 12345 

123.456.7890 
professionalemail@provider.com 

 
 
 
First Name Last Name of Contact 
Street Address 
City/ST/Zip Code 
 
 
 
Dear [First Name of Contact], 
 
In the opening paragraph you want to tap your relationship first: how do you know the person?  
Make the link for the reader.  Refer to something you have in common and then comment on it: 
a previous employer, volunteer organization alumni association or neighborhood activities.  If 
you’re talking to someone on the phone or in person, have a simple, prepared opening greeting. 
 
In the second paragraph, use your transition statement and your elevator speech from your 
previously completely worksheets.  For example:  
‘As you know, I was most recently with _____________ where I was in their ______________ 
department.  I’m currently seeking a new opportunity and I’m especially interested in 
____________.’  Remember to be specific about what you’re looking for – people will better 
remember you and your situation if you tell them specifics.   
 
Next, ask for their help.  It’s preferable to ask the person you’re writing to/talking to if they know 
of someone who could help you.  That way, you’re not specifically asking for help from them.   
 
Lastly, let them know how they can get a hold of you.  If you’re talking in person to them, you 
can hand them your card.  Also if you’re not already connected to them on LinkedIn, ask them if 
they’re on LinkedIn and if they are, tell them you will send them a connection request.  You can 
also indicate when you’ll contact them next. 
 
Thank you, 
 
Your Signature 
Your Typed Name 
 
 

If your contact is more personal in nature, 
you’ll want to send this to their home 
address and/or home email, if you have it.  
You don’t want it to get lost at work or never 
seen. 

The top of your letter should 
be the same as your resume.  
Use your full mailing address 
and your job search email 
address. 

Note: If you’re emailing your 
networking letter, simply put 
it in the body of the email.  
Do not include the 
name/address sections of 
you and your contact. 


