


Your Name	Comment by Dennis, Rebecca: Typically, Career Services would tell you to use the same header on each document as your resume.  In this case, all cover letters need to be in business letter format.  Do not add color bands, pictures, or anything besides your basic business letter for cover letters.  Pay close attention to detail and keep fonts easy to read and CLEAN.
Address
Telephone Number
Email Address

Month Day, Year

Mr. Flash Norkaitis	Comment by Dennis, Rebecca: This should be the name of the person you are applying to for the position or directing your application.  Refer to the specific job description to see if there is a name listed if you are unsure.
Street Address
City, State Zip Code
Name of Business

Dear Search Committee:	Comment by Dennis, Rebecca: Some job descriptions will have a specific person listed to send documents.  If you know the person’s name, include here.  

Your first sentence should be an enthusiastic introduction of the position you are applying for and how you learned of the available position.  Complete the first short paragraph with a strong opening statement about yourself that tells the reader what skills you possess that make you a viable candidate for the position.

The second paragraph should describe your skills and how they directly relate to the job description.  Given one or two examples of how your skills pair nicely with the job duties.  

The third paragraph should wrap up your skills and speak about your fondness of their organization.  Tell the reader why you are good fit with their values as an organization.  This shows you have done your research and are invested in them from the start.

Use the final paragraph to refer the reader to your resume.  Include your primary contact information and let them know you are looking forward to hearing from them soon.  Thank the reader for their consideration.

 
Sincerely,


[bookmark: _GoBack]Name


