Introduction Letter Format Handout
Your Contact Information 
Name 
Address 
City, State, Zip Code 
Phone Number 
Email Address 
Employer Contact Information 
Name 
Title 
Company
Address 
City, State, Zip Code 

Salutation/Greeting
Dear Mr./Mrs./Ms./Dr. and  Last Name, 

First Paragraph  (Introduce yourself and what you have to offer)


Middle or Second Paragraph(s) (your interest areas and career expectations


Final Paragraph (how you would be a benefit to the person or company along with follow up information)


Complimentary Close 

Respectfully yours, 

Signature 
Handwritten Signature 

Typed Signature 
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