Cover Letter Format
Your Name
Your Address
Your City, State, Zip Code
Your Phone Number
Your Email Address

Decision-Maker Name
Decision-Maker Title
Company Name
Company Address
Company City, State, Zip Code

Date

Dear Decision-Maker Name:

To introduce yourself, briefly indicate the position you’re applying for and where you heard about the position (i.e., from a web site, a newspaper ad, etc.). If you’ve been referred by someone, state that as well. If you’ve had prior contact with the individual you’re writing, reference your meeting.

The rest of the body of your cover letter contains the same elements found in your resume summary. It’s your sales pitch. Explain what you have to offer and why you’re the right candidate for the job. Here you will list your skills and experience, making special note of other pertinent details like schedule availability.

It's always a good idea to finish a cover letter by thanking the recipient for his or her time and encouraging further discussion by stating your preferred contact method. The closing also includes the final salutation:
Sincerely,

Your Handwritten Signature (for a mailed letter)

Your Typed Signature
