Your Address
City, Province

Your Postal code

(1 space)

Today’s Date

(1 space)

First and Last Name of Manager, Manager’s Title 
Company’s Full Name

Company’s Address

Company’s City, Province, Postal Code)

(1 space)

Dear Ms. Manger’s Name, (Proper greeting – ‘,’ if you know the person)

OR

Dear Ms. Manger’s Name: (Proper greeting – ‘:’ if you do not know)

(1 Space)

Write the body of the letter – DO NOT TAB!!!!!! The body of the letter.

You need a powerful opening statement. In paragraph one.

(1 Space)

Next paragraph talk about your skills, values and traits.

(1 Space)

Next paragraph list your work experiences and or your accomplishments.

(1 Space)

Last paragraph wrap up with a positive closure. Do not forget that you want to meet them.

(1 Space)

Sincerely,

(4-6 Spaces – after you print the page, sign in this area)

First Last Name

(1 Space)

Enclosure (Means you are including your resume)

