REFERRAL APPROACH LETTER - EXAMPLE









Your Street Address










Your City, State ZIP










Date:
Mr. Robert Jones
Vice President, Operations

Widget Product Company

1221 Downtown Drive

Cleveland, Ohio 44111

Dear Mr. Jones:

Recently, I had a very interesting discussion about Operations Management with a friend of mine, John Anderson, Operations Manager at XYZ, Inc.  During this meeting, John mentioned you, Mr. Jones, as someone he felt could provide some excellent insight into this area due to your 15 years in the industry, your current position overview and your affiliation with the widget makers of America.  He described you as a knowledgeable professional in the industry and felt the kind of information you might provide in this area would be very valuable to me.

The reason I am interested in gathering more information about this area is because I am currently seeking to determine how my Operations Management skills best fit into the automotive components industry.  In recent weeks I have been meeting with persons widely-recognized for their expertise in the industry, and John Anderson regarded you as equally-qualified in the field.
Mr. Jones, I want to make it absolutely clear that I do not expect that you have or even know of a current opening.  I am simply seeking insight and would very much appreciate your ideas, suggestions, comments and reactions on how I might achieve my objective.

I do appreciate that your time is valuable, so I will come prepared and promise to keep our meeting brief.  I will call you next Tuesday, May 10, to arrange a convenient time to meet.
Sincerely,

(Signature)

John Adams
NOTE:  Do not enclose a resume with this letter!   Offer to send a copy of your resume to the contact in advance, AFTER you have set up the meeting appointment.
