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                Sample Cover Letter

March 5, 2004


Date

Mr. Joe Taylor


Name (of person you are mailing to)
XYZ Veterinary Products
Name of Business 

146 Street Name

Street Address (no abbreviations, i.e. Ave.)
City, State   ZIP  

(comma after city and 3 spaces after state)

Dear Mr. Taylor:

The first paragraph should be one or two short sentences.  Begin with a statement of the position for which you are applying.  Mention how you learned about it.

The second paragraph should state all the facts an employer would certainly want to know: your age, education, experience.  Do not get too wordy. Describe some of your qualities.  Indicate, of you can do so naturally, that you are familiar with the requirements of the position and explain why you believe you can meet them.

In the third paragraph, request an interview at the employer’s convenience, refer to your resume, and thank them for their time.  

Sincerely,

Patricia Wong


Your legal name
12345 My Street 

Your fictitious street address (no abbreviations)

City, CA   ZIP


(comma after city and 3 spaces after state) 

(661) 555-1234


(your fictitious telephone number)

Notes about cover letter:
· Purpose: Get an interview (not a job)

· Must be able to be read in less than 1 minute (be brief)

· Use “straight block” business letter format

· Margins 1”

· Do NOT indent

· Double-space (1 blank line) between paragraphs, date, etc.

· Single-space within the paragraphs.

· Be especially careful with all the details of letter – form, neatness, spelling, grammar, etc.  You would not wish to lose a good position simply because you were too lazy to look up the spelling of a word or to copy your letter a third or even a fourth time to insure its being perfect.

Sample Cover Letter

September 22, 2002

Mr. Thomas Smith

Director of Personnel, Time Movie Company

3200 Meadow Lane

Los Angeles, CA   93442

Dear Mr. Smith:

Ms. Mary Jones, a previous teacher of mine, told me this week your company may soon be expanding your office staff.  If this is a possibility, I would appreciate your consideration for a position.

My part-time jobs while in high school have given me a variety of experience from operating a cash register to counter sales.  Also, as a member of the Junior ROTC, I completed the Air Force school for clerk/typists.  I communicate well and enjoy working with people.  I am also very competent with a variety of office equipment and computer programs.

A resume of my qualifications is enclosed for your review.  I would appreciate an interview to discuss them with you.  Thank you for your time.

Sincerely,

Jane Doe

12345 My Street
Palmdale, CA   93552

avstudent@graduatingclass.com
(661) 555-1234
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Exercises:

1. Using your local newspaper, select a help-wanted advertisement and answer it with a letter of application.  Clip the advertisement to your letter when you hand it in.

2. Write to the manager of a summer camp, applying for a position as a counselor on the camp staff during the coming summer.

3. If you are going to work immediately upon graduation from high school, you probably have in mind the kind of position you intend to apply for.  Write an imaginary letter of application for such a position.
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