Your Address		
Your City, State and Zip Code
Today’s Date




Person you are addressing (with title)
Name of Company or Institution
Address of Company or Institution
City, State and Zip Code of Company or Institution

Dear Title and Name of Person you are addressing or To whom it may concern:
One sentence describing the job for which you are applying and how you found out about it. One sentence highlighting your greatest strength.
One paragraph explaining your qualifications. About five sentences.
One sentence requesting an interview. One sentence giving your contact information (including your phone number, e-mail, and the best times to reach you). One sentence thanking the reader for his or her time and consideration.
Sincerely,


Your name
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