Follow-Up Email Templates
Ready-to-use templates for after your coffee chat

Following up within 24 hours strengthens the connection. Personalize these templates with specific details from your conversation.


Template 1: Great Connection
When you really clicked and want to stay in touch

Subject: Great chatting with you today

Hi [Name],

Really enjoyed our coffee chat today! It was great to hear about [specific topic you discussed—their path to law, a case they worked on, their perspective on X].

I particularly appreciated [something specific they shared or offered].

[If you promised something:] As promised, here's [the article/contact/resource] I mentioned.

Would love to stay in touch—[suggest a specific way: grab another coffee in a few months, connect if you're ever in their office, keep you posted on X topic].

Thanks again for making the time!

[Your Name]


Template 2: Pleasant Conversation
Good chat, but keeping the follow-up light

Subject: Thanks for the coffee chat

Hi [Name],

Thanks for taking the time to chat today. It was nice to put a face to a name and learn a bit about the [their practice area] work you do.

Hope our paths cross again soon—maybe on a matter or at a firm event!

Best,
[Your Name]


Template 3: Meeting a Senior Colleague
When you met someone more senior (partner, senior counsel)

Subject: Thank you for the conversation

Hi [Name],

Thank you so much for taking the time to chat today. I really appreciated hearing about [something specific—their career path, perspective on the practice, advice they shared].

Your insight about [specific topic] was particularly valuable—it's given me something concrete to think about as I [develop my practice / navigate X situation].

I hope we can stay in touch, and please don't hesitate to reach out if there's ever anything I can help with.

With appreciation,
[Your Name]


Template 4: Meeting a Junior Colleague
When you're the more senior person

Subject: Great meeting you

Hi [Name],

It was great meeting you today! I enjoyed hearing about [their background, what they're working on, their interests].

You're clearly doing interesting work in [their area], and I think you have a great perspective on [something they shared].

Please don't hesitate to reach out if I can ever be helpful—whether it's answering questions, making introductions, or just grabbing another coffee.

Best,
[Your Name]


Template 5: Cross-Office Connection
When you met virtually with someone in another office

Subject: Thanks for the virtual coffee!

Hi [Name],

Thanks for making the time for our virtual coffee today! It was great to connect with someone from the [city] office and hear about [their work, what's happening in that office, local market insights].

[If applicable:] I really appreciated your insights on [specific topic]—it's helpful to understand how [their office/market] approaches these issues.

If you're ever in [your city], let me know and we can grab an actual coffee. And if I can ever help with anything on this end, don't hesitate to reach out!

Best,
[Your Name]


Tips for Great Follow-Ups

Be specific: Reference something they actually said. Generic thank-yous feel hollow.

Keep it brief: 3-5 sentences is perfect. No one needs a novel.

Fulfill promises: If you said you'd send something, include it in the email.

Open a door: Suggest a next step (future coffee, staying in touch, helping each other).

Send within 24 hours: The connection is fresh—don't let it go cold.
