SAMPLE COVER LETTER
Date (format should be: January 6,20xx)
Name 
Title 
Company/ Employer’s Name
Street Address 
City, State ZIP Code 
Dear _____________:
First Paragraph: Be enthusiastic and indicate your reason for writing (i.e., the specific position, type of work). Tell how you learned of the opening. Write "the hook." The hook is a sentence that grabs the reader's attention and causes the person to keep reading your letter. One hook is being referred to the employer by someone--professor, relative, former employer, etc.-who knows the person getting the letter. Say who this person is. Another is a course, activity, interest, knowledge, or skill particularly interesting to the employer. 
Second Paragraph: State reason for your interest in the position and or the organization. Explain how your academic background makes you qualified for the position. If you have related experience, point out specific achievements or unique qualifications. DO NOT REPEAT THE SAME INFORMATION FOUND IN YOUR RESUME. This is a good place to mention ADDITIONAL information not stated in your resume. For instance, explain a project from class in more detail. Tell why you are particularly interested in their organization. Comment on a product, service, project, or research located on its Web site or seen in a publication. Graduate students and experienced employees may need two paragraphs for this. Try, however, to keep the letter to one page. 
Third Paragraph: Indicate your desire for a personal interview to further discuss bow your skills, experience, and interests fit the needs of the organization. Recognizing that the reader will be receiving many resumes, assume the responsibility for the next step by writing--"I will call your office next week to see if a mutually convenient time can be arranged-" or a similar statement. (And then do it!) In the interim, restate your contact information-telephone number(s) and e-mail addresses and your accessibility to provide any further supportive information (e.g., reference, portfolio, writing samples, etc). Thank the reader for his/her time and consideration of your qualifications.

Sincerely,

(Sign your name)

First Name   Last Name (typed)

Enclosures (Resume, Application, Etc)
