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 The Co e  Lete   
The pu pose of a o e  lete  is to pe suade the e plo e  to ead ou  ésu é a d g a t ou a  i te ie . The 
lete  should ha e th ee e og iza le pa ts: the ope i g, hi h e plai s h  ou a e ii g; the ai  od , 

hi h lists t o o  th ee of ou  ajo  a o plish e ts a d gi es the eade  a good easo  to a t to i te -
ie  ou; a d the losi g, hi h e p esses a desi e fo  futu e o u i aio .  

 

Suggesio s for a  efe ive over leter:  
. Al ays di e t you  lete  to a spe ii  pe so , p efe a l  a  i di idual ith hi i g autho it . If ou do 

ot k o  to ho  ou should ite, all the o pa /s hool/age  ope ato  fo  the a e of the                
app op iate pe so  to o ta t. Be su e to spell his/he  a e o e tl  a d use the p ope  itle.  

. Tailo  you  lete  fo  the spe ii  jo  a d o ga izaio . DO NOT use a o -pe so alized fo  lete . A -
s e  the uesio , Wh  should I hi e ou?  

. Keep you  o e  lete  to o e page of th ee sho t pa ag aphs.  

. Whe  a s e i g a  ad e ise e t, o e  all of the poi ts e uested i  the e a t o de  outli ed, si e 
so e p ospe i e e plo e s use those di e io s to test the appli a t's a ilit  to follo  i st u io s       
p e isel .  

. Ha e se e al people p oof ead ou  lete  fo  g a a , pu tuaio , spelli g, a d t pog aphi al e -
o s. You  lete  ust e eat a d a solutel  e o -f ee. Realize the eade  ill ie  the o e  lete  as 

a  e a ple of ou  ite  o u i aio  skills.  
6. Use o e io al usi ess lete fo  o  sta da d size  / "  "  o d pape  that at hes ou         

ésu é. O se e a gi s a d spa i g a d re e er to sig  your leter.  
. Mat h the fo t used i  ou  o e  lete  ith the o e used i  ou  ésu é. This should e Ti es Ne  

Ro a  o  A ial.  
. Edit you  o e  lete  a efully. Is it i te esi g a d pe suasi e? Does it i lude i po ta t aspe ts of 

ou  ollege e pe ie e, ou  pe i e t ualii aio s a d skills, a d a it of ou  pe so alit ? Re- ead it 
f o  the e plo e 's pe spe i e - does it a s e  the uesio , "Wh  should I hi e ou?   
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 Ge e i  Co e  Lete  Te plate  
 

You  “t eet Add ess  
Cit , “tate, )ip Code  
 

Date of W ii g  
 

M . o  Ms. E plo e   
Title of E plo e   
O ga izaio   
“t eet Add ess  
Cit , “tate, )ip Code  
 

Dea  M . o  Ms. E plo e :  
 

st Pa ag aph: WHY. You  ope i g should i ite a d e i e the e plo e . State hy you a e ii g, usuall  
to appl  fo  a posiio . If ou hea d a out a  ope i g th ough a pe so al efe e e, tell the e plo e  a out it  
i ediatel ; ou  efe e e’s a e should e the i st o d of ou  i st pa ag aph. If ou a e ii g a   
u soli ited lete  to a  o ga izaio  ith o a ou ed ope i gs, e as spe ii  as possi le a out the t pe of 
jo  ou a e seeki g. Tell hy you a e pa i ula ly i te ested i  o ki g fo  the o ga izaio . Do so e  
esea h to i d out the o ga izaio ’s issio , e e t histo , se i es, a d e s a d h  ou elie e ou it 
ith thei  philosoph  o  ultu e. Do ot estate the o pa y issio , e site o  p ospe tus – they al eady 

k o  it!  
 

d Pa ag aph: YOU. P ese t you  st o gest a d ost ele a t ualii aio s fo  the jo , i  de easi g o de  
of i po ta e. Keep the e plo e 's pe spe i e i  i d! “u i tl  e pa d o  i fo aio  p ese ted i  ou  
ésu é; do ot e el  epeat it. Use a  e a ple of ho  ou  listed skills/ ualiies ie i to the o pa ’s  
ultu e o  eet the jo  des ipio .  

 

d Pa ag aph: CONTACT. Close  aki g a spe ii  e uest fo  fu the  o ta t. Make su e ou  o ta t  
i fo aio  e ail, o ile u e  is a u ate. Keep ou  to e o ide t! Re i d the eade  that ou a e  

illi g a d a le to e of se i e to the o ga izaio . Tha k the e plo e  fo  a  o side aio  he/she a  
gi e to ou  appli aio . It is app op iate to state that ou ill e alli g ithi  a sho t pe iod of i e to 
a s e  a  uesio s  the  a  ha e.  

 

“i e el ,  
 

You  Ha d ite  “ig atu e   
 

You  T pe ite  Na e  
E losu e: Résu é  
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 Sa ple  - 
Co e  Lete  

 

Jonah Wales 

1234 Brown Lane 

Wheaton, IL 60187 

 

March 8, 2012 

 

Ms. Elizabeth Simons 

Director of Human Resources 

Patmos Travel Services 

999 Island Way 

Brownsville, IL 76543 

 

Dear Ms. Simons: 
 

I would like to be considered for the Marketing Intern position posted on your website. Patmos 
has an excellent reputation for customer service, and I am eager to be part of a team that seeks to 
provide a product to a customer that surpasses the customer’s expectations. 
 

I am currently a junior at Forrest University and have created all of the marketing materials for 
Forrest’s Environmental Club for the past two years. I recently finished the marketing campaign 
for our year-end banquet. The event drew 200 students and community members, a 50%  
increase from the previous year. I have also taken Graphic Design I & II and am experienced 
with Microsoft Photo Editor and Publisher.  
 

Thank you for your consideration of my qualifications. I am available to interview at your  
convenience and may be reached at 630-752-5047 or by email at jonah.wales@gmail.com. 
 

Sincerely, 
 

 

Jonah Wales 

Enclosure: Résumé 
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 Sa ple  -  
Pe so al Lead Co e  Lete   

 

Daniel Lyons  
4321 Main St. Apt 12  
Wichita, KS 12345  
Daniel.Lyons@den.com  
 

March 8, 2012  
 

Ms. Deborah Judge  
Director of Human Resources  
Sailboats, Inc.  
123 Water Ave.  
Oceans, KS 45678  
 

Dear Ms. Judge,  
 

Professor Peter Rock at Gibraltar University recently informed me of your opening for the  
position of Sales Associate. As a Communication major who is graduating in May, I am  
especially interested in the presentation skills this position requires. I have been an active  
participant on Gibraltar University’s Speech Team for two years and excel at giving  
informative and persuasive speeches to a wide range of audiences.  
 

Dr. Rock mentioned the importance of Spanish fluency at Sailboats, Inc. I have studied  
Spanish for six years and was chosen among several of my peers to lead an after school  
program that teaches children Spanish. I am eager to apply my language abilities to a new  
position and welcome the opportunity to provide you with a written sample of my work.  
 

I have enclosed my résumé for you to review. I am available for an interview at your  
convenience and may be contacted at 123-456-7890 or by e-mail at dan.lyons@den.edu. Thank 
you for your time and consideration of my qualifications.  
 

Sincerely,  
 

 

Daniel Lyons  
Enclosure: Résumé  
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 Sa ple  -  
E ail Co e  Lete   

 

Dear Mr. Paul Thorne,  
 

Please consider me for the Marketing Associate position as posted on your website. I am  
interested in the Damascus Company’s groundbreaking work in light bulb technology and  
appreciate your consideration of my attached résumé.  
 

I look forward to discussing my qualifications with you at your convenience. I may be reached 
at 123-456-7890.  
 

Priscilla Aquilla  
p_aquilla@yahoo.net  


