Sample Informational Interview Request
Your Name 
Address
City, State, Zip

Date

Contact Name
Title
Company
Address
City, State, Zip

Dear Ms. Contact,

I recently graduated from UC Davis, and found your name and contact information on LinkedIn. I am hoping that you will be able to help me learn more about career options in publishing. Because of my interest and internship background, I have been encouraged to consider the field by family and professors, alike, and would like to determine if it would be a good match for me.

I am interested in hearing about your career path; how and why you entered the field, the pros and cons of working in publishing, and your advice on how I might gain experience over the next few years. 

I appreciate your willingness to advise me, and would appreciate the opportunity to meet with you for about 15-20 minutes for an informational interview at your convenience. 
Sincerely,

Signature 

Your Name
Class of 20XX (optional)
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Sample Networking Meeting Request - Referral
Your Name 
Address
City, State, Zip

Date

Contact Name
Title
Company
Address
City, State, Zip

Dear Mr. Contact,

I was referred to you by George Straight from XYZ Company in Sacramento. He recommended you as an excellent source for information on the communications industry. 

My goal is to secure an entry-level position in communications. I would appreciate hearing your advice on career opportunities in the communications industry, on conducting an effective job search, and on how best to uncover job leads. I recently graduated from UC Davis with a degree in communication studies.
Thank you in advance, for any insight and advice you would be willing to share. If possible, I would appreciate the opportunity to contact you early next week to set up an informational interview. Thank you for your consideration. 

Best Regards, 

Signature 

Your Name
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