
Your Name

Street Address
City, State, and Zipcode
Phone number(s) / Email


February 29, 2100

Name of Hiring Manager
Recipient Address 

PO Box or Street

City and ZIP

RE: Job ID for desired job or identifying job info

Proper name of hiring manager or their job title (if name is unavailable):

In the introductory paragraph, briefly state the desired position and where you saw the ad. Make it appealing even from the first sentence to entice the reader to read on. 

Write 1 to 3 concise body paragraphs, each devoted to a distinct skill or set of related skills, to market you effectively for the specific job. Be sure to begin each body paragraph with a clear topic sentence that identifies the purpose of the paragraph and transitions from the previous paragraph. 
Be sure to sell yourself by analyzing how your qualifications, achievements, and abilities will prove to be an asset to the hiring company based on the specific job requirements. Use phrases and descriptions from the job announcement and the company website to show you are a good match. 

The last paragraph briefly sums up the letter and suggests a next step, such as scheduling an interview. Also be sure to thank the reader for their time.
Sincerely,
Your Signature
3 blank lines with your signature 
Your Name Typed
Enclosure: Resume

Date





2 blank lines








Valediction





Heading�left, right, or �center justified





1 - 12 blank lines, depending on length of the letter
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Salutation





1-inch margin on ALL sides





Not Required





Inside Address





Signature block





Single space throughout �with one blank line �between paragraphs �(except where noted)





Left justify all body text�(no full / right justify)





Enclosure








