
May 20, 2010
 MACROBUTTON  DoFieldClick [Name] 
 MACROBUTTON  DoFieldClick [Company Name] 
 MACROBUTTON  DoFieldClick [Company Address] 
 MACROBUTTON  DoFieldClick [Company City, State and Zip code] 
 MACROBUTTON  DoFieldClick [Mr., Mrs., Dr., Ms.] 

 MACROBUTTON  DoFieldClick [Last Name of Contact], 
 MACROBUTTON  DoFieldClick [Introduction - State the position you're applying for]   MACROBUTTON  DoFieldClick [In your initial paragraph, 
 MACROBUTTON  DoFieldClick state the reason for the letter and the specific position or type of work for which 
 MACROBUTTON  DoFieldClick you are applying. You might want to include where you learned of the opening.] 
 MACROBUTTON  DoFieldClick [Body - Tell how your job requirements match what is in job announcement]  
 MACROBUTTON  DoFieldClick [Indicate why you are the right person for the job.]  MACROBUTTON  DoFieldClick [Describe your experience   MACROBUTTON  DoFieldClick and qualifications that match the job requirements mentioned in the job 
 MACROBUTTON  DoFieldClick announcement. Include what you can do for the employer. Mention any 
 MACROBUTTON  DoFieldClick experience; don't forget volunteer work. Try not to repeat the same information 

 MACROBUTTON  DoFieldClick that the employer will find in the resume.]  
 MACROBUTTON  DoFieldClick [Closing - Include contact information]  MACROBUTTON  DoFieldClick [Indicate your desire for a personal 
 MACROBUTTON  DoFieldClick interview. Mention your flexibility as to a time and place of the meeting.] 
 MACROBUTTON  DoFieldClick [Remember to include your telephone number.] 
Sincerely, 

 MACROBUTTON  DoFieldClick [Full Name - typed (leave space for your signature - signed in black ink)] 

