Cover Letter – Cut outs that the student can fill in, cut and paste to fit a cover letter with blank boxes.  This should help the students to be able to correctly format a real cover letter to attach to their resume when they submit it in the future.

Your Contact Information
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Prospective Employer’s Information

Salutation/Greeting:

Body of Cover Letter – is an introduction of yourself and lets the employer know what position you are applying for, why the employer should interview you, and how you will follow-up later. 
First Paragraph


Middle Paragraph(s)

Final Paragraph 
Complimentary Close 
Signature

Format for a Cover Letter

Your Contact Information 
Name 
Address 
City, State, Zip Code 
Phone Number 
Email Address 
Date 

Employer Contact Information 
Name 
Title 
Company
Address 
City, State, Zip Code 

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

First Paragraph 


Middle or Second Paragraph(s) 


Final Paragraph 


Complimentary Close 

Respectfully yours, 

Signature 
Handwritten Signature 

Typed Signature 
















__________________________________





Your Name


Your Street Address


City, State, Zip Code


Phone Number


Email Address


Today’s Date









































___________________________________





Name �Title �Company�Address �City, State, Zip Code





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

















The first paragraph of your cover letter should include 


 information about why you are writing


 the position you are applying for at this time


How you found out about that position





The second paragraph of your cover letter should 


describe what you have to offer the employer 


how your qualifications match the job you are applying for


 you are providing a quick overview of your resume, not repeating it

















In the final paragraph you should conclude your cover letter by thanking the employer for considering you for the position.


You also need to include information on how you plan to follow-up with them about setting up an interview.











Respectfully yours, 








Handwritten Signature








Typed Signature 
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