First Paragraph: Who am 1?_What do | want? Indicate the reason for writing, the
tipe apenpogi(dffice typ € afearoBk fiacesh rdvwapapee agpplsiergl, &td. how you learned about

Second Paragraph: What can | do for the employer? Indicate your qualifications for
the position- your academic background, training, or practical work experience. If you
taare aryoundd ue pad Vi dadtomsthe Saecefio BatmeiEmdhis red dtadvtd itfienddsi tioe yesenteon -

Third Paragraph: How I plan to follow up. Thank the employer for their time and
mentlon that your resume |s mcluded Indicate your desire for a personal interview. For

where you can be reached

Sincerely,

(Your Handwritten Signature)

(Your Name Typed)

Enclosure (Denotes that a resume or application is enclosed)



Cover Letter Tips

A cover letter



