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Candidate Outreach
Templates for Active Sourcing
15 templates for connection requests, messages, emails, follow-ups, kind rejections and talent pool invitations, by role type
The first message decides whether someone replies. This collection gives you ready-to-adapt texts for specialists, leaders and frontline roles at every step of outreach: connection request, network message, email, two follow-ups, a kind rejection and the invitation into your talent pool.
Treat the texts as starting points, not as copy to wave through. Replace every placeholder in curly braces, such as {First name} or {Hook}, and delete whatever is not true for you. The most important placeholder is {Hook}: one sentence that shows you really read the profile.
How to use the templates
•  One ask per message. One role, one question at the end (for example a 15-minute call).
•  A hook that can be checked. Mention only what is public and professional: a project, a talk, a step in the career. Nothing private, nothing guessed.
•  Send in the open. Your name, role and company are in the first message. Search firms say who they are searching for, in general terms.
•  Stay honest. Mention pay, location and remote work only if it is accurate. A range beats a wish figure.
•  Stop after two nudges. No reply is an answer. Someone who says no is not contacted again.

Placeholders at a glance
	Placeholder
	What goes in

	{First name} {Last name}
	The person's name as shown on their profile

	{Hook}
	One concrete, checkable sentence about the person: project, talk, article, move. Example: “your talk on platform architecture at {Event}”

	{Role}, {Company}, {City}
	Job title, company name (or “a mid-sized machinery maker” if the search is confidential), location or remote policy

	{Point 1} / {Point 2}
	Two things that make the job interesting for this person: scope, team, technology, responsibility

	{Salary range}
	Only if you may share it and it is accurate. Otherwise delete the sentence.

	{Sender}, {Title}
	Your name and role (recruiter, head of HR, partner)

	{Privacy link}
	Link to your privacy notice for candidates (Art. 13/14 GDPR)

	{Booking link}
	Calendar link or phone number for a call

	{Source}
	Where you got the contact details, for example “your public profile on the professional network” (required by Art. 14 GDPR)



First: rules that apply to every template
	Topic
	What to keep in mind

	Legal basis
	For recording professional profile data, organisations often assess legitimate interest under Art. 6(1)(f) GDPR. Write the balancing test down.

	Telling the person
	If you did not collect the data from the person, Art. 14 GDPR requires information at the latest at first contact and in principle within one month. That is why the templates carry a privacy line.

	Channel
	A message in a professional network is legally simpler than an unsolicited email. In Germany, email and phone outreach also need a check under Section 7 UWG. Elsewhere, rules differ by country (for example PECR in the UK, CAN-SPAM in the US): check yours. When in doubt, use the channel the person uses for professional contact.

	Character limits
	The note on a connection request is limited to a few hundred characters, depending on the account. Check the limit in your account. The requests below stay under 200 characters.

	Equal treatment
	No reference to age, gender, origin, family status or health, not even as a compliment.

	Objection
	Anyone who objects (Art. 21 GDPR) or says no is not contacted again. Keep a suppression list with the minimum of data.

	Cadence
	Rule of thumb: first nudge after three to four working days, second after another five to seven, then stop.



Not legal advice. As of 5 November 2026. Check legal basis, channel and retention with your data protection officer.


Part 1: Specialists
For engineers, analysts, marketers and other skilled specialists. This group gets many messages. The text that is concrete and short wins.
01  Connection request
Channel: Professional network   ·   When: First contact   ·   Length: under 200 characters
	Hi {First name}, {Hook}. I'm hiring a {Role} at {Company} and would like to connect. Best, {Sender}



02  Network message (InMail or direct message)
Channel: Professional network   ·   When: After the request is accepted, or directly   ·   Length: 80 to 120 words
	Subject: {Role} at {Company}: a quick question
Hi {First name},
{Hook}. That fits a role we are filling at {Company} in {City}: {Role}, focused on {Point 1}.
What makes the job stand out: {Point 2}. {Salary range}
Do you have 15 minutes in the next few days? If the role is not for you, tell me plainly and I will not write again.
Best regards
{Sender}, {Title}, {Company}
Your public professional profile caught my eye. How we handle your data: {Privacy link}



03  Email
Channel: Email, only where the rules allow it   ·   When: First contact, or after a network message without reply   ·   Length: 100 to 140 words
	Subject (pick one): {Role} at {Company} · Your experience with {Point 1} · A quick question about your profile
Hi {First name},
I'm {Sender}, {Title} at {Company}. {Hook}, which is why I am writing to you directly.
We are hiring a {Role} in {City}. The job: {Point 1}. What is different: {Point 2}. {Salary range}
Do you have 15 minutes this week or next? Reply here or pick a time: {Booking link}
If you are not interested, one word is enough and I will not write again.
Best regards
{Sender}
Privacy: I got your contact details from {Source} (public professional profile) and use them only to present this role to you. More information and your rights: {Privacy link}



04  Follow-up 1
Channel: same as first message   ·   When: 3 to 4 working days after first contact   ·   Length: 40 to 60 words
	Hi {First name},
a short follow-up on the {Role} role at {Company}. Something new: {News, for example team size, project or tech stack}.
If that sounds interesting, 15 minutes is enough. If not, that is completely fine.
Best, {Sender}



05  Follow-up 2 (last message)
Channel: same as first message   ·   When: 5 to 7 working days after follow-up 1   ·   Length: 30 to 50 words
	Hi {First name},
this is my last message about {Role}. If the timing is wrong, I am happy to stay loosely in touch: just tell me whether I may write again in a few months. If not, you will not hear from me.
All the best, {Sender}





Part 2: Leaders
Discretion and seriousness count more than speed. Name scope and reporting line instead of perks, and offer a confidential conversation.
06  Connection request
Channel: Professional network   ·   When: First contact   ·   Length: under 200 characters
	Hello {First name}, {Hook}. I'm supporting the search for a {Role} and would welcome a confidential conversation. Best, {Sender}



07  Network message
Channel: Professional network   ·   When: After the request is accepted   ·   Length: 100 to 130 words
	Hello {First name},
{Hook}. That is why I am writing: we are filling the position of {Role} at {Company} (reporting to {Reports to}, responsible for {Scope}).
I do not know whether a move is on your mind at all. If it is, I would like to present the role in 20 confidential minutes. Your enquiry stays with me.
Would a short call this week work?
Best regards
{Sender}, {Title}
How I handle your data: {Privacy link}



08  Discreet email
Channel: Email, only where the rules allow it   ·   When: If there is no reply in the network   ·   Length: 100 to 140 words
	Subject: Confidential: {Role} in the {Industry} sector
Hello {First name},
I'm {Sender}, {Title} at {Company}. For a client in the {Industry} sector ({Company size}, based in {City}) I am filling the position of {Role}. I name the company only after a first conversation.
{Hook}, so I think the role could suit you: {Point 1}; {Point 2}.
Do you have 20 minutes this or next week? Outside office hours is fine: {Booking link}
Best regards
{Sender}
Privacy: your details come from {Source} (public professional profile). I use them only for this enquiry. Information and rights: {Privacy link}



09  Follow-up with referral question
Channel: same as first message   ·   When: 5 to 7 working days after first contact   ·   Length: 50 to 70 words
	Hello {First name},
I'm following up on the {Role} position. Understandable if a move is not on your mind right now.
Perhaps you know someone the role would suit? A name is enough. I will only approach the person if you are happy for me to mention you.
Thank you and best regards, {Sender}





Part 3: Frontline roles
For electricians, drivers, warehouse, production and service roles. Short sentences, clear facts, one easy way to reply. Many are not on professional networks but come through ads and forms: contact only people you can reach through a permitted route, and use WhatsApp or SMS only with explicit consent.
10  First message
Channel: Email or network; WhatsApp only with consent   ·   When: First contact   ·   Length: 50 to 70 words
	Hi {First name},
{Company} in {City} is hiring a {Trade}. What you get: {Pay or pay range}, {Hours, for example early and late shifts, no weekends}, {Extra, for example company vehicle}.
Interested? Just reply “Yes” and the best time for a call back. I will get in touch within 24 hours.
{Sender}, {Company}
Your data: {Privacy link}



11  Follow-up
Channel: same as first message   ·   When: 3 working days after the first message   ·   Length: 30 to 40 words
	Hi {First name},
a quick reminder: the {Trade} job at {Company} is still open. Questions about {Pay or pay range}, shifts or commute? Just write back. If you are not interested, a “No” is enough.
{Sender}





Part 4: For every role
Rejection, talent pool invitation and how to answer “not now”. These texts decide whether someone speaks to you again later.
12  Rejection after an interview
Channel: Email   ·   When: Within 3 working days of the decision   ·   Length: 70 to 100 words
	Subject: Your application as {Role} at {Company}
Hi {First name},
thank you for the open conversation on {Date}. We have decided on another candidate. The deciding factor was {Reason, factual and true, for example: more experience with X}.
Your profile impressed us, so here is my question: may we keep your details in our talent pool for {Months} months and contact you about fitting roles? Just reply “Yes” or “No”. Without a reply we delete your data after {Deadline}.
If you would like feedback on the interview, call me: {Phone}.
All the best for what comes next
{Sender}



13  Rejection when the person was interested but the role does not fit
Channel: same as the conversation so far   ·   When: After reviewing the profile   ·   Length: 50 to 80 words
	Hi {First name},
thank you for your interest in {Role}. After a closer look, the role does not match the requirements: {Reason, for example: we need hands-on experience with X}.
That says nothing about your ability. If you like, I will get back to you with a better fit. Just let me know.
Best, {Sender}



14  Talent pool invitation
Channel: Email   ·   When: After a rejection, an interview or on the person's request   ·   Length: 100 to 140 words
	Subject: Would you like to stay in touch?
Hi {First name},
we would like to add you to the talent pool of {Company} and introduce fitting roles to you.
What we store: name, contact details, CV and the notes from our conversations.
What for: only to approach you about suitable roles at {Company}.
How long: {Months} months. After that we ask you again or delete your data.
Your rights: you can withdraw consent, request access or ask for deletion at any time: {Privacy contact}. Withdrawing is as easy as agreeing.
If you agree, confirm here: {Consent link}. If not, nothing happens and we delete your data as announced.
Best regards, {Sender}



15  Reply to “Not now, maybe later”
Channel: same as the person's reply   ·   When: Same or next working day   ·   Length: 40 to 60 words
	Hi {First name},
thank you for the honest answer. I respect that. If you like, I will check in once more in {Period, for example six months}. A “Yes” is enough and I will note it. Otherwise you will not hear from me again.
All the best, {Sender}



Before you send
•  ☐  Is there a real {Hook} the person would recognise as accurate?
•  ☐  Are all placeholders in curly braces replaced or deleted?
•  ☐  Do pay, location and hours match the job ad?
•  ☐  Does the message carry your full name, role, company and the privacy notice?
•  ☐  Have you checked whether the person already said no or is on your suppression list?

Not legal advice. As of 5 November 2026. Check legal basis, channel and retention with your data protection officer.
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