
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Company's Name]  

[Company's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

[Body of the letter - Introduce yourself, mention the position you are 

applying for, and briefly outline your qualifications and interest in the 

role. Conclude with a request for an interview or discussion.] 

Thank you for considering my application. I look forward to the 

opportunity to discuss my qualifications further. 

Sincerely,  

[Your Name]  

---  

[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Enclosure: Resume] 


