COVER LETTER TEMPLATE
(hard copy version)

Your Contact Information

Street Address
City, State, Zip Code
Phone Number

Email Address
Today’s Date

Employer Contact Information
Contact Name (include Mr., Ms. or Dr.)
Title

Company/Organization Name
Street Address or P.O. Box
City, State, Zip Code

Dear Mr./Ms./Dr. Last Name:

First Paragraph - The first paragraph should include information regarding why you are writing.  Mention the position for which you are applying and how/where you learned of this opportunity.  If someone referred you, include his/her name.  
Second Paragraph - Explain why you are interested in this position or this employer.  You need to describe what you have to offer the employer, NOT why this position would be a good opportunity for you.  Make strong connections between your abilities and their needs.  Mention specifically how your skills and experience match the job.  Do not simply repeat information in your resume, but expand on your qualifications which make you a good fit for the employer’s needs.  The goal is to convince the reader that they should consider you for an interview.

Third Paragraph - Continuation of above (if needed)

Final Paragraph - Include information on how/when you will follow-up (e.g., phone call in one week).  State that you will be happy to provide additional information if needed.  Conclude your cover letter by thanking the employer for considering you for the position.
Sincerely,

(hand written signature)
Your name typed
Enclosure (refers to resume, etc.)
