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Approach Letters – Instruction - Samples

Here's a framework for a letter to send to companies for which you have no references or contacts.  It's not meant to be your actual letter but to open your mind to some creative and constructive methods for getting that all-important first contact with somebody inside a company.

It's important to do the research first to familiarize yourself with the companies and their products, and then you can approach a potential employer from a stance of knowledge, which increases your self-confidence and their respect for you.

I suggest you send out about 10 letters at a time.  If you send only a few letters, then the recipient might not be able to see you for one reason or another, and you may end up doubting the effectiveness of this approach.  But if you send out ten letters at a time, somebody is bound to agree to meet with you.  And, as you know by now, it's very important to get face-to-face with people.   Don't call, or send an email; send a letter with proper letterhead.  It sits on a desk.  It has weight.  People consider it seriously.  And they remember it.

Write this in your own words.  Don't be afraid of informality.  (We are all just people.)  I find it usually takes three attempts to get it right.  The idea is to capture something in the first paragraph that resonates with the addressee.  Engineers’ design, make, fix things.  Bankers are sensitive to their image.  Lawyers like to be seen as wise and successful.  People are usually pleased and flattered that someone out there is aware of their existence, so bring the reader to the realization that you want to meet with them.  So rarely do we receive recognition for our achievements that a complimentary letter makes us pleased.

Try and draft a letter.  Below are a few samples that have worked well for my clients.  The idea is to focus on a challenge or problem, and the degree to which you do so can vary according to the addressee/situation.


SAMPLE LETTER # 1
Khalil Shariff, Chief Executive Officer

Aga Khan Foundation Canada

1220 - 360 Albert St.

Ottawa K1R 7X7

Dear Sir,

I attended with my father the Golden Jubilee Imamat Day 11 July'07.  This

was an important event for us because the Foundation provided education to

him when he lived in Tanzania and gave him support to study abroad.  He

received his Doctorate from Cambridge University in 1975.

I deeply admire and respect the work done by the Foundation in social

development and global education.  I have experienced first hand the need

for such overseas assistance.  From Jan-Mar’07, I volunteered in Haridwar,

India with the Sri Ram Foundation ( a nonprofit that supports an orphanage

for 70 children, a school for 400 children, and a medical clinic). I found

it very gratifying to support and encourage those children with personal

growth and ESL education.

With a degree in environmental studies and a desire to contribute to

international development in the world's poorest countries, I am very

interested in learning about the differences between the Foundation does and

what a government agency such as CIDA does. I would like to meet with you,

or one of your officers, to get a better understanding of the Foundation's

projects and programs.  I have a few questions I would like to discuss:

1. What are the differences in criteria between a government agency and the

Foundation when choosing to support an overseas project or program?

2. What policy framework is used by the Foundation? Can you tell me a little

bit about the successes that have come about with the application of these

frameworks?   

3. What is the Foundation's role in implementing these frameworks when

involved in projects with partners, such as CIDA, or CARE Canada, or other

NGOs? 

My visit is for information, not for a job. I know you are busy and I

promise not to take more than 20-30 minutes of your time. I will call you in

a few days to arrange a meeting time that is convenient for you.

Sincerely,

SAMPLE LETTER # 2

Dear Mr. Story,

You were featured in an article entitled "Globe-trotting architect has story to tell" in the Calgary Herald on April 14, 2002.   I was very excited to read about Habico and its commitment to the integration of both the natural and man-made issues of planning and development for the long-term benefit of communities.  

Environmental design has fascinated me since youth, although I did not recognize it as the time.  Back then I did not see a possible link between more creative disciplines and sustainable international development.  Like you, I loved my early experiences traveling in developing countries and I longed to make a difference.  So I first studied agriculture and worked with CUSO.  Then I did a law degree, and after a Master¹s in International Law, I had the opportunity to work within the international organizational policy-making framework where finally, I felt, I would be able to effect some change.  But something was missing.         

About five years ago, a new world was opened up for me - that of environmental design, urban planning, green architecture and concepts like "walkable neighbourhoods"....   My heart leapt, but it also sank, when I realized that perhaps that was the career I should have pursued!  
But before making yet another career change, I have decided to thoroughly investigate the kind of opportunities that exist in the field and what the daily work actually entails.

The story about your work, therefore, I found most inspiring, especially in its international and interdisciplinary aspects.  You were quoted as saying that your job is much more than being an architect and a planner, and that you prefer to work through osmosis to arrive at solutions that are practical and affordable.  Your approach reflects a deep understanding of the complexity of international development and the interconnectedness of life. 
I would be privileged to have an opportunity to discuss with you the following issues: 
1. While studying Spanish in Costa Rica, within two days of my arrival, I was already bumping into new friends on the street.  That rarely happens to me in a Canadian city!  As with so many of our exported cultural values, urban sprawl is yet another template rapidly being duplicated in the developing world.  How can one best demonstrate and disseminate the advantages of designing walkable neighbourhoods and sustainable communities in contrast with conventional auto-dependent suburban planning?  Is environmental design the discipline?

2. Having recently returned to Alberta from Austria, where nature and urbanism are intensely integrated and, consequently, the respect for land - and those who farm the land - is deeply ingrained, I have often pondered why "a walk in the country" is really not possible in Alberta for the urban dweller.  How can one build bridges between the private ranch community and the recreational public to encourage mutual respect for shared uses of the environment?  Can the environmental designer effect such a dialogue?

I feel so passionately about these issues!!  And from reading about you in the paper, I am convinced that your perspective on the field would help me understand where I might better direct my research.  I would like to meet you in person and will call your office to arrange a meeting at your convenience.  As I appreciate the value of your time, please be assured that our meeting will take no more than thirty minutes.

Yours sincerely,

SAMPLE LETTER # 3

Dear Mr Kricorissian,

Chris Wilde (Symagery employee) indicated you may be interested in discussing with me some of the product development challenges Symagery will be facing in the near future.

I have 22 years experience as an engineering analyst, system developer, and software developer.  My machine vision experience is from 6 years as senior analyst at Neptec Design Group, working primarily on Neptec¹s space vision system.  This is a video-based measurement system used in the assembly of the International Space Station.

What I have learned is that there are often specific problems that can delay projects and add costs.  For example, when adding new functionality to the algorithmic core of a machine vision system, particular attention must be paid to: 

1. Effective algorithm design to achieve the required level of performance with a high level of confidence, within constraints such as execution time.  The danger is an inadequate design, whose deficiencies are revealed only after the product is fielded.  The key factors to success are:
- Clear statement of the requirements (the goal)
- Good understanding of the problem domain, which in the case of machine vision consists of the scene being viewed, the optical system and the electronic imaging system
- Algorithm design based on sound fundamental principles
2. Efficient testing to demonstrate that the required level of performance has been met.  The pitfall here is to set up a complex test, gather gigabytes of data, and then realize that the test objective cannot be met.  The keys to success are:
- Identifying the performance indicators (often just one or two numbers) up front
- Planning the data analysis before the data is gathered
As an example of effective algorithm design, I developed a simple automatic target acquisition algorithm to find the space vision system target dots in video of the space station.  This algorithm used an extremely fast method to identify candidate dots, and then relied on the space vision system¹s existing criteria for deciding which candidates were real dots.  This satisfied the customer¹s requirements with a minimum of development effort, and very little computation.

Perhaps you are facing other challenges.  I know I'd enjoy talking about them with you.

I'll call in a few days to arrange a day and time to meet.

Yours sincerely,


SAMPLE LETTER #4

Dear -------,

Mr. Jack Smith suggested I contact you. He spoke with me and I hope to experience the same privilege with you. What Company X does is very important to strengthening the biotechnology industry in Canada. We witness too many firms that encounter intractable problems, failing to weather changes going on around them, and others scaling inappropriately into difficulty. 

What makes Compnay X more sustaining in the current industrial and economic climate than other approaches? How does your firm’s business model compare and contrast with that of a “Pharmaceutical Partners of America”?  Do you plan to in-license and reformulate injectable therapeutics strictly for marketing as generics or could they be reformulated into patent protected products? Is the product portfolio component focusing on bio-terrorism sustaining or is there insufficient market value to make this so? Is it a means to an end? 

My objective is to explore how I might contribute to Company X’s marketing or intelligence functions.  I want to participate in a decision support capacity in this context. My passion is bridging business and science, and thinking analytically about ways to innovate. 

My exposure to hard science as a surgical and biochemistry technician involved working at the leading edge of invasive vascular research, and later in enzymology in skeletal muscle fatigue due to intense intermittent isometric contraction also involving preparation of in-situ/in-vivo models.  But my research experience convinced me that commercialization of R&D was the key to unleashing the power of science, so I completed an MBA. 

Since then, I have enjoyed a consulting role in a number of start-ups and on contract, honing my skills in commercial assessment, strategizing, and competitive intelligence.  I know from experience that IP mismanagement destroys everything.  That is why I have concentrated on IP and patent protection, and licensing in my professional training. I round this out with course work in regulatory affairs for a particular interest in bio-pharmaceuticals. 

Please consider speaking with me over the telephone. I will call soon to set a time that is convenient for you. 

Regards, 
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