COVER LETTERS

Return Address

City, State, Zip Code

Phone

Email

Date

Inside Address of Official

Title

Organization

Address

Cite, State, Zip Code

Salutation:

Purpose of letter---inquire as to positions in your field which may be open in the organization.  If applying for a job, state the job and how you heard about it.

Point out significant experience and education in your field which may make you a desirable employee for the organization. Relate those experiences to the job/organization to which you are applying. (this is the longest paragraph)

If you are sending a resume, refer to the attached resume and the availability of  further credentials.

Restate your interest in the organization and the position for which you are applying.  Discuss availability for an interview, ie., speak with someone about a/the position.  Thank them for their consideration.

Sincerely,

Your Name

COVER LETTER CHECKLIST
1. Did you type each letter separately so that each is an original?

2. Did you address the letter to a specific person using the complete and correct name, title, company name, street address, city, state and zip?

3. Did you use good thesis, rag content type paper?  Are you using a good printer?

4. Did you use correct grammar, good sentence structure, and follow a standard business style, block format?

5. Did you include your return address, zip, phone, email in the letter, regardless of the fact that these are on the resume? 

