Your Name
Mailing Address
City, State Zip Code
Phone Number

Date (e.g. September 4, 2015)
Contact's Name
Name of Organization
Street Address
City, State Zip Code 

Dear Mr./Ms. ________________________________, 

First Paragraph: State the reason for writing. Name the specific position or type of work for which you're applying.
Second Paragraph: Explain why you're interested in working for this employer and specify how you're a good match for this position—qualifications, skills, experience, etc. Don't repeat (cut and paste word for word) the information on your resume. Include something special or unique about yourself that will benefit the employer. Remember, the reader will consider this an example of your writing skills—no spelling or grammatical errors. 

Third Paragraph: Mention that your resume is enclosed and indicate your desire to meet with the employer. Leave a phone number and email address through which you can be easily contacted. Include a statement or question that will encourage the reader to respond. If applicable, communicate a plan to follow up. Finally, thank the employer for his/her time. 

Sincerely,



(Your Signature)
Your typed name 
This is just a basic format for writing a cover letter.  It will be much better if you make it personal to you, your experience and your interest.





Change the format to match what you used on your resume.








