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we understand establishing strong interpersonal connections

is a critical frst step toward achieving personal and professional goals. With a focus on

9,77 TYLALI[PUN L_WSVYPUN WYLWHYPUN HUK WNYZ\PUN — we know forward motion is made easier when
you have people to talk with about your professional interests. With that in mind, it is likely you will initiate
contact with a potential connection via email. CAD has created this guide to support your outreach to
potential contacts, employers, graduate programs, and more. In it, you will fnd sample outreach emails
and advice to assist you throughout the process.

We encourage you to look at these samples and suggestions. Use them as a foundation for emails you
send. You will want to further tailor the emails to your particular situation, but know these samples are
and mechanics.

Efective communication builds efective connections.
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General Email Structure and Guidelines

GREETING

Start your email with a “Hello,” “Dear,” or “Good Morning/Afternoon,” then address the person
you are writing to with the proper title and/or name. Avoid starting with overly casual words,
such as, “Hey” or “Hi.” For example:

o Dear, Ms. Meredith Tornabene, e Good Morning, Dr. Ford,
e Hello, Professor Streissguth, e Good Evening, Mx. Fahey,
e Hello, Mr. Rapoza,

Share your main point frst, then include supporting content to provide context that is clear and
to the point. Emails should be brief, and multi-paragraphed, for ease of interpretation.

In addition to the sample included, you can look throughout this guide to see other examples of tone
and structure for efective, professional email content.

56; ,!If you have websites, Google docs, slides, etc, to attach/link to the email, hyperlink when
possible. You can embed the content by highlighting the text and then selecting the INSERT LINK
option in the email and pasting in the URL to outside material. In the end, your email looks cleaner
without long URLs, makes understanding easier for readers, and shows respect for their time.

Wrap up the email by reinforcing/restating your main point and restating your question/recommendation/
request, etc.

Close your email with an appropriate signof. This lets the reader know you are fnished with
your outreach.

e Sincerely, e Best Regards,
e Best, e Thank you,
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General Email
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Dear Mr./Ms./N
My name is [yc
Would'you be (
Thank you in a
Sincerely,

[Your name]

Most job shadowing experiences are either for a half day or full day.

You may have more success asking for a job shadowing experience aft
Most professionals are incredibly busy so it may take two or three ema
Give the person a full week to respond back to you before you send a f
When you email the person a second time, you can start of by saying ¢
As long as you’re polite, you will not be perceived as annoying or push:
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https://www.careercontessa.com/advice/5-opening-lines-that-will-make-your-cover-letter-stand-out/
https://lemoyne.edu/Portals/0/CAD/Creating%20Your%20Resume.pdf
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Graduate School Reference/Recommendation

Request

(ZRPUN ZVTLVUL [V YL HSLILY VI YLIVT TLUKH[PVU JHU NLLS PUPTPKHPUN  I\[ RUVA
[OH[ P “V\ OH]L H Z[YVUN JVUULJ[PVU [0 [OL WLYZVU “V\ HYL HZRPUN [OH[ PUKPTPK\HS /NS5
NLLS JVTUVY[HISL SL[[PUN “V\ RUV/ ~AOL[OLY VY UV[ [OL™ JHU AYP[L H SL[[LY [V Z\1TP[ P[0
SVAY HWWJH[PVU

Hello Dr./Ms./Mr./Mx.[Name of person],

| hope all is well!l How have things been with you and [the person’s company, organization, or
personal interest]?

I’m reaching out because | am applying to the [name program] at [university name], and would
so appreciate including you on my list of recommendations, if you’re willing. | thought of you
because [ways in which your relationship has been instrumental in your personal and
professional development/choice of attending graduate school], and you could speak to my
[key skills and abilities needed in the program].

I’'ve attached my current resume and here is a link to the description of the program for your
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CAREER CONVERSATION THANK YOU

—VSV/APUN \W HU *HYLLY *VU]LYZH[PVU /P[0 H UV[L VIl [OHURZ ZOVAZ “V\Y WWILZZPVUHSZT
SVNY THI\YP[S HUK TVZ[ VIEHS VY NYHP\KL +VUs[ IVYNL] [V JVTWSL[L [0PZ LZZLU[PHS Z[LW
PU LZ[HIZOPUN SVUN SHZ[PUN YLSH[PVUZOPWZ HUK TYPKNLZ [V IN[\YL VWWVY[\UPPLZ ;OPZ UV]L
ZOV\SK IL ZLU[ ~[0PU  OVAYZ VI [OL TLL[PUN

Dear [Interviewer Name],

Thank you so much for meeting with me today. It was such a pleasure to learn more about the work
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Hello [Contact Name],

WHEN SOMEON
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