Networking Letter to Valparaiso University Alumni
Early in your career exploration, gather as much information as possible about fields that interest you.  One of the best ways to gain a better understanding of the nature of the workplace, types of entry-level positions, and required qualifications is to talk with alumni who have the sorts of jobs you might like. Alumni can provide you with insight into their work and offer advice about breaking into the field.
SAMPLE
Month, Day, Year

Your Street Address

City, State,  Zip

Mr. George Crusader

Marketing Manager
Abbott Labs

1245 Waukegan Rd.

Abbot Park, IL  60015
Dear Mr. Crusader:

FIRST PARAGRAPH:  Introduce yourself and indicate how you received contact information for the alumus/a.  (For example, “I learned of your work in Public Relations through the Valparaiso University Career Center” or “Susie Snowshoe from the Field Museum.”)  Then mention your connection to  Valpo and state your reason for writing.  (For example, “I am interested in learning more about the public relations field and would greatly appreciate any advice and information you could provide.”)
SECOND PARAGRAPH:  Briefly share your interests and experiences with the alum.  Refer to your enclosed resume. Let him or her know what you’ve been doing during summers and what activities you have been involved in.  Inform him or her of your work experience in the field and highlight your educational background, including relevant courses or research projects.  Discuss your potential career goals and interests.  

NOTE:  In this type of letter don’t worry about marketing yourself, as you would in a cover letter; you are simply sharing information so the person can learn more about you.

THIRD PARAGRAPH:  Thank the alum in advance for any assistance and reiterate your interest in learning more about his or her work.  Remember:  it’s your responsibility to follow up, so be sure to indicate how and when you intend to do so.  Include your phone number and email, just in case the alum wants to contact you.  Express your appreciation and close the letter.

Sincerely,

(write your name here)

(type your name here)
