Your address 

Your city, state and zip code

Date 

Inside address 

Person to whom you are writing, addressed like a letter

Company

City, State and zip code 

Salutation: (Dear Mr.______________or Dear Ms. .__________________________or To whom it may concern or Dear Madam or Sir:) 

Introduction: 

- What job are you applying for? 

- Where did you find out about the job? 

- What are your chief qualifications? (Your number one selling point )

Body: 

Explain what you can do for the employer - how your skills can meet the organization's needs. 

Conclusion: 
- Request an interview. 

- Thank the reader for her/his time and consideration. 

Sincerely, 

HAND SIGN NAME IN BLACK INK HERE

Type name here 

