
                                                                          

                                                                                                         

 

 

 

 

 

 

 

 

 

 

 

 

 



                                                                          

                                                                                                         

 

 
 

 
 

 

 
 

 

 

 



                                                                          

                                                                                                         

 

 

 

 

 

 

 

 

 



                                                                          

                                                                                                         

 

Your Name 

 

You may consider using the same 

header from your resume as the 

header for your cover letter. 



                                                                          

                                                                                                         

  Cover letter seeking an internship  
 

 

 

 

 



                                                                          

                                                                                                         

Cover letter seeking an employment interview 

 

 



                                                                          

                                                                                                         

Cover Letter Responding to classified advertisement 

 

 



                                                                          

                                                                                                         

Thank you letter following an on-Grounds interview 

 

Lisa M. Snow 



                                                                          

                                                                                                         

 Cover letter requesting an informational interview from an alumnus 

 

 

 

 



                                                                          

                                                                                                         

  Letter accepting a job offer 

 

              

 

 

 



                                                                          

                                                                                                         

 Letter declining a job offer 

 

 

 

 


