
Sample approach letter to existing network, asking for contacts 

Dear family and friends,  

 

I'm writing, because as some of you know, I'm currently a sophomore at Learnwell University. 

I'm considering majoring in Sociology, Ethnic Studies, or Education. I’m passionate about 

empowering the underserved, and eventually would like to do work that somehow involves 

education, youth, and/or community organizing. 

I would like to talk to people who can help give me perspective on what options exist in these 

areas and what types of skills I would need to build to get there.  Do you know of anyone who 

has a background in Sociology, Ethnic Studies, or Education, or has done the kind of work I 

described above?  If so, please let me know whether you’d be willing to introduce me to them 

or provide me with their contact information. 

 

Thanks so much for your help! 

Anita Direction 

  



Sample approach letter asking for an informational interview, with the purpose of exploring 

career options 

Dear Christopher Garcia, 

I received your contact information from my aunt, Joan Smith, who thought you’d be a great 

person for me to speak with.  As I am very interested in learning more about the consumer 

products industry, I would like to meet with you to ask your advice as I plan my next steps.  

I am a student at Learnwell University interested in studying business or economics.  While 

working on a publicity campaign for the Pre-Business society, I learned that I enjoy using my 

analytical skills in strategy and marketing-related projects.  Currently I am spending time 

exploring new career options, and would like to see if the consumer products industry might be 

a good fit with my interests and skills.  I would like to talk with you about your perspective on 

this field.  

I understand you are very busy.  I would appreciate 20 to 30 minutes of your time at your 

convenience.  I will follow up with you on Monday to see if we can arrange a meeting.  

Sincerely, 

Uriah Undergrad 

  



Sample approach letter asking for an information interview, with the purpose of seeking out 

job opportunities (*but doesn’t explicitly ask for a job*) 

Dear Ms. Jones, 

I found your name in the Learnwell University alumni database.  I am writing to you in the hope 

that you could give me advice about career opportunities in this field in a short telephone 

interview, or could refer me to someone in the area whom you would recommend. 

In June of 2014, I will graduate from Alphabet University with a B.S. in Molecular Cell Biology, 

with a career interest in public health education.  In my desire to find a full-time job which 

would be a good fit for my skills and experience, I am researching several organizations where I 

think I could make a contribution.  I have volunteered in a local community health clinic as a 

patient advocate, and am now seeking additional experience in the field.  I would like to talk to 

a professional working in public health to discover exactly what jobs are like from people who 

are doing them. 

I will call you within a week to arrange a meeting.  I understand you are busy and I appreciate 

your help.  I look forward to talking with you. 

Sincerely, 

Sally Student 

 


