456 Your Street
Your City, ST Zip
Today's Date 
Name of Hiring Person
Hiring Person's Title
Name of Organization
1234 Their Street
Their City, ST Zip 

Dear Title Name: 

First paragraph: State your interest in the position, where you heard about it, and why you are applying. Include one or more sentences referring to your particular interest in the organization and its goals, directions, etc. In providing this information, you may want to briefly summarize some pertinent qualification which links you to the job (e.g.,"After three years' experience working with economically disadvantaged children in an after-school program, I was interested to learn that ABC After School Care is seeking a new Assistant Director.")
Second paragraph and Third paragraph: Highlight key themes or accomplishments (or research experiences) which illustrate that you have the skills necessary to do the job. Spell these out in greater detail than may appear on your C.V., emphasizing personal qualities (if appropriate) as well as pertinent activities, events, and sequences of events.
Fourth paragraph: Discuss your personal philosophy (if appropriate); your research and teaching interests (for academic jobs); other special qualities or knowledge and how these relate to the position/opportunity for which you are applying.
Closing paragraph: Suggest your enthusiasm for being interviewed. Include your telephone number and hours when you can be reached. Offer to provide further information if so desired.
	Sincerely, 
Jane Doe 


Enclosure(s) 

