Return Address

City, State, Zip code

Phone Number

Email

Date

Name of person to whom you are sending the letter

Title

Organization

Address

City, State,  Zip Code

Dear (Name of Person):

Purpose of letter - inquire as to positions in your field which may be open.  Or, if this is a letter of application,  indicate what position you are applying for and how you learned of its availability.

Point out significant experience and education in your field which may make you a desirable employee/qualified for the position.  (This is the longest paragraph in the letter.)

If you are sending a resume, application and/or references, refer to the attached and the availability of additional information, ie.,  transcript.

Restate your interest in the position and organization.  State your desire to speak with someone further about these opportunities.  Be as assertive as you are comfortable, in mentioning/requesting an interview.  If you indicate that you will "follow -up this letter with a phone call",  be sure that you do it.  Thank the employer for his/her consideration in reviewing your application.

Sincerely,

Your Name

