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SAMPLE COVER LETTER FORMAT
—

Your Present
City, State

Dat e
(4 SPACES)
Personds Name
Titl e
Company
Street Address
City, State Zip Code
(2 SPACES)
Dear Mr. (or Ms.) Personds Last Name:
(2 SPACES)
In your initial paragraph, state the reasdco
First Pafagrwphch you are applying, and indicate f
friend, employment service) you |l earned of
of the ad and the contact personds name.
I ndiwhy eyou are interested in the position

descwha&dtt you can do for the empX mlhaeiwmn youf
Mi ddl e Paar%agq%'ﬂ'h% background makes you a qualified

actical wiorkugtpetréeacief i c achievements
can al so cite personal <characteristics wit
repeat the same information the reader wi
I n the closing paragraph, refer the reader
personal interview, and your flexibility ¢
Final Pareanqridphi n the letter. Finally, close your
response. For example, state that you wil
certain date and would |like to set up an
your area, or if they desire additional i
(2 SPACES)
Sincerely,
(4 SPACES) (Written Sigl

Your Name
(2 SPACES)
Encl osur e
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COVER LEFTHEHRERNSHI P

4501 North Charles S
MS X X X X

Bal ti mor e, MD 21210
March 7, 20X X

Do Somet hing
Internship Coordinator
2482 Union Square East
Fourth Floor

New Yor k, NY 10003

Dear I nternship Coordinator,

As a current junior of the Sellinger School of Bu:
aspectprofi honrganizations. After | saw the Chal |l
company website and was very impressed by all the
would | ike to be considere for this position for

The enclosed resume describes my educational, wor |
wor k, having maintained a 3.1 GPA throagétiong aoli -
devel oped strong research skill s. For exampl e, I
us to research the mar ket plan for Whole Foods Mal
can work in a team environment, while creatively
In my volunteer work in Louisiana following Hurri
racism, and poverty in our own country. Foll owing
particularly interested in international studies,

that the Challenge Internship would provide me wi!t
matters in the world today.

woul d appreciate having the opportunity to disc!
I can-xbk&x xk seredolegd oadt@| 63h6an&k . gdw. very much fo
nsideration, and | |l ook forward to hearing from

o -

o o
<
D

Sincerely,

Matt hew Doogood

Encl osur e
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COVER LETTER {IBNMAIRINSHI P

Dear Prospective Employer:

As a senior at Loyola University Maryland about to
Bi ology/ Psychology, | feel that | make an excell en
Engl and After extensive research online, | became
psychol ogy internationally through this internshiop
passion for travel and culture, wildl make me both
United Kingdom

As stated on my resume, my education at Loyola Uni
achievements at the University of Newcastle Upon T
experience in both biology and psychology from the
Newcastle all owed me to gain and exercise critical
Research Methods and Ani mal Behavior courses at Lo
organi zational skills, and strong attemdde.ecnfedminlte
restaurant has also enabled me to become a highly
I owi || not only contribute my acquired skills and
communicate effectively and compassionately with a
As a final note, | have the aspirations of pursuin
academic year of 20xx. My interests |lie in areas
chronic and debilitating di seases, as wel | as t o n
pl acement will provide me with an i mportant opport
whil e helping me to plan my graduate education. Yo
i ndividual eager to gain and | earn from this exper
Thank vy

or your time and consideration. | f you
| a. e dxux xox. plholneo K 5fldbr)ywaxrxck t o hearing f
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COVER LEFTHRERNSHI P

4501 North Charles Street, MS 2675
Baltimore, MD 21210
February 19, 20xx

Jerry Bruckheimer
Producer
Universal Studios
100 Universal Way
Orlando, FL 10000

Dear Mr. Bruckheimer,

I am a junior at Loyola University Maryland majoring in Global Studies along with a minor in Spanish, and | am in
becoming a summer intern at Universal Studios. | am very excited and eager to learn more about the process of
film and having an inside look at how the film industry operates. This internship would serve as a stepping stone
goal of attending graduate school for film production and furthering a career in the film industry.

| have used my academic career to further my knowledge of this industry and believe that my academic experien
history have prepared me well for this position. | have taken Experience of Theatre, which allowed me to become
with all facets encompassed in making a theatrical show and cinematic feature. This class enabled me to step in
of actors, directors, set designers, critics, and audience members. Throughout the semester we read several pla
screenplays. From this class | was able to analyze the language and message the author wanted to convey and
approach each script through a production mindset as how each character would be casted, what the set would I
type of music and how it would add to each scene, and camera angles. During the semester | also had the oppo
attend different plays and saw first hand the transition from what | was learning in class to the performance on ste
culmination of our studies in Experience of Theatre, | was given the opportunity to waiet plapend direct a fellow
cl assmatesd wor k. Throughout this process | was ¢
designed making decisions that would enhance the storyline. The experience of directing this play is when [ truly
awakening that a career in film production is the path | want to take.

As my resume indicates, | have been involved in numerous activities which have further developed and strengthe
leadership qualities, eagerness to learn, and my desire to serve, all of which | hope to apply to this interrBhipgpos
a Resident Assistant and serving on the Executive Cabinet for the Black Student Association, | have been in chat
creating, publicizing, and running activities and programs, which have honed my leadership skills. | believe that r
the Dean of Students Office has prepared me for the administrative tasks that the internship requires. Being a re
the Magis Scholar Award, which celebrates great leadership on campus coupled with academic achievement, hig
ability to manage numerous tasks and responsibilities while still achieving academic success.

Please see my attached resume for further information. | can be reached via cell-ax{4&) emnail at
eswan@loyola.edu. Thank you for your time and consideration. | look forward to speaking with you about this er
opportunity.

Sincerely,

Elizabeth Swan
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COVER LEFFBERII ME EMPLOYMENT

171 Skyview Dri:

CT 06416
January 23, 20x X
Human Resources
Oakl and Athletics Baseball Company
7000 Coliseum Way
Oakl and, CA 94621
To Human Resources Manager:
I am writing to express my interest in the Advertisin
from Loyola University Maryland with a degree in Comm
i ndustry as well as in sales and marketing that | bel
passion for baseball, as well as my past work and cl a
the Athletics.
The position with the Athletics interests me becabse
At hl etics have had great success over the historgsioan
exciting one. My professional experiences in saledg a
of the skills necessary for the position. I preseéemt|
the United States. As an event managef6 ,pdopmlme rats pa nwg
events, including sporting, concert, and charity even
all facets of the event from supervision and |l ogistic
Whil e at Loyola University Maryl and, I gained various
Loyola Marketing Association, I was able to |l ead a c¢r
was allocated a budget to purchase various forms of a
new and innovative ideas to promote the program acros
me with valuable experience related to the advertidsin
ticket office with my primary responsibility being in
communication, and organizational skills, from taékin
club, and in the designing of several promotional fly
individual ticket packages to customers through email
ticketing system, Choice Ticketing. I was also requi
purchased tickets, as wel/l as renewing season tickets
I am extremely excited about the potential of working
information if necessary, and would be very willingtt
(860X xx%xx and by wxekk.at!|l (&60)dxmakso |ike you to know
will be relocating to the bay are&.in the near future

Thank you very much for your time and consideration,

Sincerely,

Heavy Hitter

Encl osur e
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COVER LETTER (EMAIL) -- FULL -TIME EMPLOYMENT

Dear Prospective Employer,

I am sending this cover |l etter and my resume in re
Events and Corporate Relations Coordinator. I am
of the Phillips Collection. I am an organized, de
relations, and a passion for the visual arts.

My professional experience thus far has equipped m
donors, writing grants, and communicating with the
cewritten extensive grant proposals and | know what
in contact with the media through press releases a
interested in a museum.

Al s o, I have notable experience working in special
I supervised a Capitol Page Schodh Reuwi eocmessit ml
pl an. Cur-pleanhiyndg BoiBondekr Sar§s Gaba, and in 20x
Smithsonian Latino Centerds Annual Gal a. From cre
experience gained from working on these three majo
and | -mmewadléd to effectively assist in the coordi
I would be thrilled to work in Americab6s first mus
has |l ed me to internships in the Smi-tbsedi smmnskambn
Nati onal Portrait Gallery and Fondo del Sol ). It
Rel ations Coordinator, and would appreciate the op
XX-XXXX Oor at monaalisa@ymail . com. Thank you and |

Sincerely,

Mona Li sa
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COVER LETTER --FULL -TIME EMPLOYMENT
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SAMPLE THANK YOU LETTER FORMAT

Addr es s
City, Stat e, Zip
Dat e

(4 Spaces)

rsonds Name
t1l e
mpany
reet Address
ty, State Zip Code

(2 Spaces)
ar Mr ./ Ms Doe,

(2 Spaces)
rst PadEapreagh appreciation for the opportuni
sition or field to which you applied.
cond PdMegtraph one or two areas that were di
terest regarding the position or informati on
ird PairMegutapm briefly the strong qualificatdi
u to perform the necessary duties entailed
at may have appeared weak during the intervi
y your strong points or additional effort ma
urth Pa&aClhgsaphy making a specific statement
at you would be an asset to the organization
terview and that you will call in a week or

Sincerely,
(Written Signature)

(4 Spaces)
Your name

12
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— SAMPLE THANK YOU LETTER

1868 Bl ue Fe
Col umbi a, M D
June 1, 20Xx X

Ms. Janet FIl agl e

Vice President of Finance & Administration
Londont owne Corporation

1200 Londontowne Road

Salisbury, MD 210738

Dear Ms. FIl agl e:

It was a pleasure meeting with you about the C
Thursday. | know you have been very busy so |
The Four Star Sportswear Division seems to be
Corporation. |l am interested in | earning more
into your | ong range pl ans. I was particularly
your commitment to growth in sales and profits
My educational background, my experience in pu
experience make me a viable candidate for the
background in the areas of budgeting, financi a
ability to |l earn quickly, work well with peopl
Thank you again for giving me the opportunity
cont act -6mMed xaxtx X0 at pmanning@ oyola.edu i f 1 ¢
information. I |l ook forward to hearing from yo
can fulfill the needs of your organizations.

Sincerely,

(Written Signatu

Peyton Manning

13



507 Shore
Hampt on,
April 20,

Mr . Jack
Di vision
Data I nte
1212 Corp
Ri chmond,

Dear Mr .
[ am wr it
am to be
do. I f e
opportuni
As we di s
examinat.i
f orms for

| l ook f
happy to

0
Sincerely
(Written

Rosa Park
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SAMPLE ACCEPTANCE LETTER

Dri ve
VA 23501
20X X

Krebs

Manager

rnati onal Corporation
oration Lane

VA 23312

Krebs:

ing to confirm my acceptance of your
joining Data International i n Richmon
el confident that | can make a signif
ty you have given me.

cussed, I wi || report to work at 8:00

on and drug testing by the start dat e
the new employee orientation on May

r war d

to working with you and your fi
be joini

ng your staff.

Signatur e)

S

14
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4621 Chester
Virginia Beach,
April 20, 20X X

Lan

Ms . Me | i
Executiv
The Vir
8989 Pr
Virgini
Dear Ms .
[ am Wwr
the sch
Thi s we
consi de
i n my ¢

| want
and | ea
you and

ng

Sincer el

SAMPLE WI THDRAWAL LETTER
e
VA 23466
S
or
ool of Performing Arts
ne Road
VA 23456
inform you that | am withdrawi
I indicated in my interview wi
of fered an administrative posi
decided to accept it. The pc
you very much for interviewing
ut the innovative community pr
ff well
re)

(Written Signatu

Samuel Davi s

15
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SAMPLE REJECTI ON LETTER

351 Kempsville Roa
Chesapeake, VA 234
March 25, 20xX

Mr . George Duvall

Manager

Sales and Marketing Division

Col oni al Properties, Ltd.

1700 Coloni al Par kway

Williamsburg, VA 23176

Dear Mr . Duvall

Thank you very much for offering me the posit

Properties. | appreciate your discussing the

consider your offer.

You have a fine organization and there are ma
However, |l believe it is in our mutual best i
di fficult decision for me, but | believe 1t i

|l want to thank you for the consideration and
your staff.

Sincerely,
(Written Signatur e

Frank Stearns

16
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