	                 SAMPLE COVER LETTER

Date

Your information

Name and job title of addressee

Examples:  Owner, manager, supervisor

First Paragraph:



Second Paragraph:



Third Paragraph:


Enclosure (?) Number of pages included in packet other than cover letter
	Date

Your Street Address

City, State Zip 

Name of Contact Person

Contact Person’s Title

Company Name

Street Address

City, State Zip 

Dear Contact Person:

Explain how you heard about the job opening and for what position you are applying.

Show enthusiasm and interest in the company, product, or services they offer. Use the ad to give you information about what they are looking for, incorporate this information in your cover letter if applicable. Give an example of how you might fit in the company. Cite something you read or know about the company that fits your personality or skills.

Tell them you are enclosing your resume for their perusal. Explain when you are available to interview and to start work. Thank them for their time for reviewing your information. Include your information for contact.

Sincerely,

Your Signature

Your Name

Enclosures (1)


