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Checklist: How to Craft an Effective LinkedIn InMail

LinkedIn InMail offers a powerful way to reach professionals outside your network, whether
you’re contacting a potential employer, a prospect, or a key industry connection. However,
simply sending a message isn’t enough; your InMail must stand out in a crowded inbox to make
a lasting impression.

Use this checklist to ensure your LinkedIn InMail messages are crafted for maximum impact,
increasing the likelihood of a positive response from recruiters, hiring managers, or prospects.

#1. Research the Recipient

e Review their LinkedIn profile.

e |dentify their recent accomplishments, roles, or posts.
e Look for common connections or shared interests.

e \Verify they are the right person for your outreach.

#2. Personalize Your Message

e Reference something specific from their profile or activity (e.g., an article they shared, a
project they worked on).
e Avoid generic compliments; make it clear why you’re contacting them.

#3. Write a Compelling Subject Line

Keep it short (5-7 words) and relevant.
Use action words or offer value (e.g., “Exciting opportunity for [Job Title]” or “Quick
question about your work”).

e Avoid vague phrases like “career opportunity.”

#4. Introduce Yourself Clearly

e Start by briefly introducing who you are and why you’re reaching out.
e Mention any common connections or mutual interests, if applicable.
e Be concise — no more than two sentences for your intro.
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#5. Highlight the Recipient's Unique Value

e Acknowledge something specific and unique about the recipient that caught your
attention (e.g., their skills, experience, or achievements).
e Be genuine in your praise, avoiding flattery that seems disingenuous.

#6. Present the Opportunity or Request

e Clearly state why you’re contacting them (e.g., to discuss a role, seek advice, or
collaborate).

e Highlight the benefits or value of responding to your message (e.g., how they’re a good
fit for a role or how they can gain something from the conversation).

#7. Include a Clear Call to Action

e Ask for a specific next step (e.g., “Can we set up a quick call next week to discuss
further?” or “Would you be open to learning more about this role?”).
e Be respectful of their time — suggest flexible options if scheduling a meeting or call.

#8. Keep the Message Concise

e Limit your message to 3-5 sentences.
e Avoid overloading the recipient with too much information upfront.
e Aim for less than 400 characters when possible to boost response rates.

#9. Test and lterate

Regularly review and refine your InMail templates.
A/B tests different subject lines, tones, or content to see what resonates best.
Track the response rates and adjust your strategy accordingly.

#10. Be Timely with Your Outreach

e Avoid sending messages on Fridays and Saturdays, as response rates are typically
lower.
Send InMails during mid-week (Sunday to Thursday) for higher engagement.
Send messages during business hours, ideally in the morning or late afternoon.

11. Proofread Before Sending

e Double-check for typos or awkward phrasing.
e Ensure the message is clear and professional.
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e Verify any personalization details to avoid mistakes (e.g., wrong name or irrelevant
achievements).

By following this checklist, you’ll be well-prepared to craft an effective LinkedIn InMail that
captures attention, builds connections, and improves your chances of receiving a response.



