Cover Letter GuidelinesBlock-Style Format

Your street addressPut your address here! 

City, State Zip
2 space

Date_____________

3 spacesPut the name of the company contact and company address here! This is the inside address. Be sure to address the letter to a specific person. 
**Do not use “To Whom It May Concern”


Name of Person
Job Title
Company Name
Street Address[bookmark: _GoBack]This is the salutation. Again, this should be directed to a specific person.
**Do not use “To Whom It May Concern”


City, State Zip
1 space
Salutation: (Dear M……….)   			
1 space
THE FIRST PARAGRAPH SHOULD INDICATE WHAT JOB YOU ARE INTERESTED IN AND HOW YOU HEARD ABOUT IT. USE THE NAMES OF CONTACT PERSONS HERE, IF OU HAVE ANY.

Your employment advertisement in Tuesday’s Daily Press indicating an opening for a journalist is of interest to me. I have heard that CNN News is a world leader in the news industry and needs dynamic employees who want to learn and contribute to the company.

THE SECOND PARAGRAPH SHOULD RELATE YOUR EXPERIENCE, SKILLS, AND BACKGROUND TO THE PARTICULAR POSITION. REFER TO YOUR ENCLOSED RESUME FOR DETAILS AND HIGHLIGHT THE SPECIFIC SKILLS AND COMPETENCIES THAT SHOULD BE USEFUL TO THE COMPANY.

My experience gained through internships and summer employment, has provided me with the qualifications you are seeking. I have strong writing skills, demonstrated by the creation of numerous press releases and newsletter articles. In addition, I have coordinated several projects both on the job and as part of my academic work. I am familiar with your company and admire your firm’s strong track record in the communications industry.

THE THIRD PARAGRAPH SHOULD INDICATE YOUR PLANS FOR FOLLOW-UP CONTACT AND THAT YOUR RESUME IS ENCLOSED.

You may contact me by calling __________ or by e-mail at __________ to discuss how I can contribute to your company’s success. My resume is enclosed for your review. I am sure that I can meet or exceed your expectations. 
1 Space
Sincerely, 	                                   The Closing! 
4 Spaces

	                                                 The Signature!

Thomas A. Smith	                    
Enclosure:
