(CoverLetterinstructions-deletethis line beforeyou print)

Your nametyped

Your StreetAddress

City, State Zip CodeTelephone
Number

E-mail Address

Month, Day, Year

Mr./Ms./Dr. FirstNameLastName
Streetor P. O. Box Address
City, StateZip Code

DearMr./Ms./Dr. LastName:

OpeningparagraphNamedropif you can—meaningif youknow someonavho worksthere
andhasagoodreputationmentionthemandyour connectiorwith them.Statewhy you are
writing, how you learnedof the organizatioror position(e.g.,Internetposting,current
employeenewspaperob fair), andbasicinformationaboutyourself.

2ndparagraphTell why you areinterestedn the employeror type of work theemployerdoes
(simply statingthatyou areinterestedioesnot tell why, andcansoundlike aform letter).
Demonstratehatyou know enoughaboutthe employeror positionto relateyour backgroundo
theemployeror position.Mention specificqualificationswhich makeyou a goodfit for the
employer’sneedsThisis anopportunityto explainin moredetailrelevantitemsin your resume
Referto thefactthatyour resumes enclosedMentionotherenclosures sucharerequiredto
applyfor aposition(e.g.,copiesof certificationsif required).

3rd paragraphtndicatethatyou would like the opportunityto interviewfor a positionor to talk
with theemployerto learnmoreabouttheir opportunitiesor hiring plans.Statewhatyou will do
to follow up. Statethatyou would be gladto providethe employerwith anyadditional
informationneededThankthe employerfor her/hisconsideration.

Sincerely,

(Your handwrittersignature-deletthis line
beforeyou print to leaveroomto sign)
Your nametyped

Enclosure(s)
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