Date: Month Day, Year
Individual's Name
Job Title
Name of Organization
Street Address
City, State Zip Code 
Dear Mr./Ms. ________________________________: 

First Paragraph: State the reason for writing. Specify the specific position or type of work for which you're applying. Mention how you learned of the opening. 

Second Paragraph: Explain why you're interested in working for this employer and specify how you're PERFECT for this position. Don't repeat the information on your resume. Include something special or unique about yourself that will benefit the employer. Use wording or key words from the job description. Remember, the reader will consider this an example of your writing skills. 
· Bulleted items are easier to read and scan.

· Use them to show accomplishment statements similar to your resume but not straight from it.

· If you use bullets, use at least three but no more than five.
Third Paragraph: Mention that your resume is enclosed and indicate your desire to meet with the employer. You may want to suggest alternate dates and times, or simply advise them of your flexibility to the time and place. Include day and evening contact information. Include a statement or question that will encourage the reader to respond. Be sure to communicate your plan to follow up. You might state that you'll be in the area on a certain date and would like to set up a meeting, or that you'll call on a certain date to set up a meeting. Finally, thank the employer for his/her time. 

Sincerely,


(Your Signature in blue or black ink)

Your typed name
Email address that is on your resume

Phone number that is on your resume

Enclosure

Date: Month Day, Year

Individual's Name
Job Title
Name of Organization
Street Address
City, State Zip Code 
Dear Mr./Ms. ________________________________: 

First Paragraph, Arouse Interest: State the reason for writing. Specify the specific position or type of work for which you're applying. Mention how you learned of the opening. 
Second Paragraph, Create Desire: Explain why you're interested in working for this employer and specify how you're PERFECT for this position. Don't repeat the information on your resume. Include something special or unique about yourself that will benefit the employer. Use wording or key words from the job description. Remember, the reader will consider this an example of your writing skills.  

Introduce the next table as how your experience and skills offer a direct correlation to the needs of the company.  

	You Seek
	I Have

	Three years of Quality Assurance experience including testing new software
	Worked in the Quality Assurance capacity for over five years strictly testing and developing new software

	Directly supervise campus business office administrators and directors
	Possess management experience in the private industry sector at all levels: clerical, supervisors and managers. 

	Etc. 
	Etc. 


Third Paragraph, Call to Action: Mention that your resume is enclosed and indicate your desire to meet with the employer. You may want to suggest alternate dates and times, or simply advise them of your flexibility to the time and place. Include day and evening contact information. Include a statement or question that will encourage the reader to respond. Be sure to communicate your plan to follow up.
Sincerely,


(Your Signature in blue or black ink)

Your typed name
Email address that is on your resume

Phone number that is on your resume

Enclosure
