SAMPLE COVER LETTER
(Note:  Can omit the return address if letter placed on a letterhead containing your name and address,  then start your letter with your return address at approximately 2” from top of page)

Return Address   

City, ST  Zip

Current Date

Mr. or Ms.________________
Title

Company

Company Address

City, ST  Zip

Dear M________________:
First paragraph – State what job you are interested in and where you heard about it.
Second paragraph – Describe your qualities that make you someone they should interview.  You want them to look at your resume!
Third paragraph – Ask for and interview and let them know when and where they can contact you.

Fourth paragraph – Thank them for their consideration.
Sincerely,

Your Name

