Sample Cover Letter







Your street address








Your city, state and zip








Your area code & phone number








Your email address








(skip 1 line)








Date

(skip 3-4 lines)

Person’s name (correctly spelled)

Job Title or Department

Company Name

Street Address

City, State, Zip

 (skip one line)

Dear Name: (eg. Dear Mr. Collins :) Use a colon not a comma.


(skip one line)

INTRO paragraph: Why are you writing?  Who referred you (if anyone)? How did you learn of the opening, scholarship or internship? What are you looking for?

(skip 1 line)

Body of letter: Express your knowledge of the organization and your ability to perform the job-highlighting those parts of your background that relate to this employer/position. Or highlight skills or accomplishments that make you a good match for the position.
(skip 1 line)

Closing: State the action you expect. Express your appreciation.

(skip 1-2 lines)







Sincerely,







(skip 3-4 lines)







Your signature goes here







Your name typed

Encl: Resume

