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0520/3% /& 4(% #/6%2 ,%44%2 

¶ 4Ï ÇÅÔ ÁÎ ÅÍÐÌÏÙÅÒ ÔÏ ÒÅÁÄ ÙÏÕÒ ÒÅÓÕÍÅ 
¶ 4Ï ÁÃÑÕÁÉÎÔ ÔÈÅ ÅÍÐÌÏÙÅÒ ×ÉÔÈ ÙÏÕÒ ÕÎÉÑÕÅ ÓËÉÌÌÓ ÁÎÄ ÅØÐÅÒÉÅÎÃÅ 
¶ 4Ï ÓÔÉÍÕÌÁÔÅ ÁÎ ÉÎÔÅÒÅÓÔ ÉÎ ÙÏÕ ÁÓ Á ÐÏÓÓÉÂÌÅ ÉÎÔÅÒÖÉÅ×ÅÅ ÁÎÄ ÔÏ ÇÅÔ ÙÏÕ ÁÎ ÉÎÔÅÒÖÉÅ× 
¶ 4Ï ÅÎÈÁÎÃÅ ÙÏÕÒ ÒÅÓÕÍÅ 

#/6%2 ,%44%2 "!3)#3 

¶ !Ì×ÁÙÓ ÇÏÅÓ ×ÉÔÈ Á ÒÅÓÕÍÅ 
¶ /ÎÅ-ÐÁÇÅ ÄÏÃÕÍÅÎÔ 
¶ 5ÓÕÁÌÌÙ ÔÈÒÅÅ ÔÏ ÆÏÕÒ ÐÁÒÁÇÒÁÐÈÓ 
¶ #ÌÅÁÒȟ ÃÏÎÃÉÓÅȟ ÁÎÄ ÓÐÅÃÉǢÃ ÔÏ ÐÏÓÉÔÉÏÎ 
¶ !ÄÄÒÅÓÓÅÄ ÔÏ Á ÓÐÅÃÉǢÃ ÐÅÒÓÏÎ ɉÎÁÍÅ ÁÎÄ ÔÉÔÌÅɊȟ ./4 Ȱ4Ï 
7ÈÏÍ )Ô -ÁÙ #ÏÎÃÅÒÎȱȢ 9ÏÕ ÍÁÙ ÎÅÅÄ ÔÏ ÃÁÌÌ ÔÈÅ ÈÕÍÁÎ 
ÒÅÓÏÕÒÃÅÓ ÄÅÐÁÒÔÍÅÎÔ ÏÆ ÔÈÅ ÃÏÍÐÁÎÙ ÔÏ ÇÅÔ ÔÈÅ ÎÁÍÅȢ )Æ 
ÙÏÕ ÃÁÎÎÏÔ ÇÅÔ ÔÈÅ ÎÁÍÅȟ ÕÓÅ Ȱ$ÅÁÒ ɍ4ÉÔÌÅ ÏÆ 0ÅÒÓÏÎɎȱ ÏÒ 
Ȱ$ÅÁÒ 0ÒÏÓÐÅÃÔÉÖÅ %ÍÐÌÏÙÅÒȱȢ  

¶ %ÒÒÏÒ ÆÒÅÅ 
¶ 0ÌÁÎ ÙÏÕÒ ÌÅÔÔÅÒ ÂÅÆÏÒÅ ÙÏÕ ×ÒÉÔÅ ÉÔȢ )Ô ÉÓ ÇÏÏÄ ÔÏ ×ÒÉÔÅ Á 
ÒÏÕÇÈ ÄÒÁÆÔȢ 2ÅÁÄ ÙÏÕÒ ÌÅÔÔÅÒ ÏÕÔ ÌÏÕÄȢ )Ô ÓÈÏÕÌÄ ÓÏÕÎÄ ÁÓ ÉÆ 
ÙÏÕ ×ÅÒÅ ÔÁÌËÉÎÇ ÔÏ ÔÈÅ ÅÍÐÌÏÙÅÒȢ   

¶ 2ÅÓÅÁÒÃÈ ÔÈÅ ÃÏÍÐÁÎÙ -- ËÎÏ× ×ÈÁÔ ÔÈÅÙ ×ÁÎÔȠ ǢÎÄ ÏÕÔ 
×ÈÁÔ ÔÈÅÉÒ ÐÒÏÂÌÅÍÓ ÁÒÅ ÏÒ ÍÉÇÈÔ ÂÅȠ ÔÅÌÌ ÔÈÅÍ ÈÏ× ÙÏÕ ÃÁÎ 
ÆÕÌǢÌÌ ÔÈÅÉÒ ÎÅÅÄÓȢ 

¶ (ÁÖÅ ÙÏÕÒ ÃÏÖÅÒ ÌÅÔÔÅÒ ÃÒÉÔÉÑÕÅÄ ÂÙ 4ÈÅ #ÁÒÅÅÒ #ÅÎÔÅÒ 

).&/2-!4)/. 4/ ).#,5$% ). ! #/6%2 ,%44%2 

ΣȢ  4ÈÅ ÊÏÂ ÙÏÕ ÁÒÅ ÁÐÐÌÙÉÎÇ ÆÏÒȟ ×ÈÅÒÅ ÙÏÕ ÈÅÁÒÄ ÁÂÏÕÔ ÔÈÅ ÊÏÂȟ ÁÎÄ ÙÏÕÒ ÉÎÔÅÒÅÓÔ ÉÎ ÔÈÅ ÐÏÓÉÔÉÏÎ 
¶ 3ÔÁÔÅ ÔÈÅ ÓÏÕÒÃÅ ɉÏÎÌÉÎÅ ÐÏÓÔÉÎÇȟ ÐÒÏÆÅÓÓÏÒȟ ÃÁÒÅÅÒ ÆÁÉÒȟ ÅÔÃȢɊȟ ÔÈÅ ÄÁÔÅȟ ÉÆ ÁÐÐÌÉÃÁÂÌÅȢ 
 

ΤȢ 9ÏÕÒ ÑÕÁÌÉǢÃÁÔÉÏÎÓ 
¶ %ÍÐÈÁÓÉÚÅ ÔÈÅ ÑÕÁÌÉǢÃÁÔÉÏÎÓ ÙÏÕ ÐÏÓÓÅÓÓ ÔÈÁÔ ÍÁÙ ÈÁÖÅ ÂÅÅÎ ÓÐÅÃÉǢÃÁÌÌÙ ÍÅÎÔÉÏÎÅÄ ÉÎ ÔÈÅ 
ÊÏÂ ÌÅÁÄ ÏÒ ÁÒÅ ÎÅÃÅÓÓÁÒÙ ÆÏÒ ÔÈÅ ÐÏÓÉÔÉÏÎ ÔÏ ×ÈÉÃÈ ÙÏÕ ÁÒÅ ÁÐÐÌÙÉÎÇ ɉÓÕÃÈ ÁÓ ÅÄÕÃÁÔÉÏÎȟ 
ÅØÐÅÒÉÅÎÃÅȟ ÁÎÄ ÐÅÒÓÏÎÁÌ ÑÕÁÌÉÔÉÅÓɊȢ 5ÔÉÌÉÚÅ ÅØÁÍÐÌÅÓȢ 

 
ΥȢ  7ÁÙÓ ÔÈÅ ÅÍÐÌÏÙÅÒ ÃÁÎ ÆÏÌÌÏ× ÕÐ ×ÉÔÈ ÙÏÕ 

¶ ,ÉÓÔ ÙÏÕÒ ÐÈÏÎÅ ÎÕÍÂÅÒ ɉÈÁÖÅ Á ÐÒÏÆÅÓÓÉÏÎÁÌ ÖÏÉÃÅ ÍÁÉÌɊ ÁÎÄ ÅÍÁÉÌ ÉÎ ÔÈÅ ǢÎÁÌ ÐÁÒÁÇÒÁÐÈȢ 
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! &%7 !$$)4)/.!, 0/).43 4/ 2%-%-"%2ȢȢȢ 

¶ $ÅÍÏÎÓÔÒÁÔÅ ÙÏÕÒ ÃÏÍÍÕÎÉÃÁÔÉÏÎ ÓËÉÌÌÓ ÔÈÒÏÕÇÈ ÔÈÅ ÃÏÖÅÒ ÌÅÔÔÅÒ 
¶ !Ì×ÁÙÓ ÍÅÎÔÉÏÎ ÔÈÅ ÎÁÍÅ ÏÆ ÙÏÕÒ ÃÏÎÔÁÃÔ ɉÁ ÆÁÍÉÌÉÁÒ ÎÁÍÅ ÇÅÔÓ ÁÔÔÅÎÔÉÏÎɊ 
¶ 3ÁÙ ÓÏÍÅÔÈÉÎÇ ÎÉÃÅ ÁÂÏÕÔ ÔÈÅ ÃÏÍÐÁÎÙ ÙÏÕ ÁÐÐÌÙ ÔÏ ÁÎÄ ÉÎÃÌÕÄÅ ÙÏÕÒ ËÎÏ×ÌÅÄÇÅ ÏÆ ÔÈÅ ÃÏÍÐÁÎÙ ÁÎÄ ÔÈÅÉÒ 
ÐÒÁÃÔÉÃÅÓ 

¶ 5ÓÅ ÁÐÐÒÏÐÒÉÁÔÅ ÉÎÄÕÓÔÒÙ ÔÅÒÍÉÎÏÌÏÇÙ ÉÎ ÙÏÕÒ ×ÒÉÔÉÎÇȢ  9ÏÕ ÃÁÎ ÌÅÁÒÎ ÔÈÉÓ ÂÙ ÒÅÓÅÁÒÃÈÉÎÇ ÔÈÅ ǢÅÌÄ ÁÎÄ  
ÃÏÍÐÁÎÙ ÙÏÕ ÁÒÅ ÃÏÎÓÉÄÅÒÉÎÇ 

¶ !ÃÃÅÎÔ ÔÈÅ ÐÏÓÉÔÉÖÅ  
¶ -ÅÎÔÉÏÎ ÉÎ ÔÈÅ ÌÅÔÔÅÒ ÔÈÁÔ ÙÏÕ ÁÒÅ ÅÎÃÌÏÓÉÎÇ ÙÏÕÒ ÒÅÓÕÍÅ ÁÎÄ ÒÅÆÅÒ ÔÈÅÍ ÔÏ ÉÔÓ ÃÏÎÔÅÎÔÓ 
¶ %ÎÄ ÂÙ ÔÈÁÎËÉÎÇ ÔÈÅÍ ÆÏÒ ÔÈÅÉÒ ÔÉÍÅ ÁÎÄ ÃÏÎÓÉÄÅÒÁÔÉÏÎ ÏÆ ÙÏÕÒ ÁÐÐÌÉÃÁÔÉÏÎ  
¶ 3ÅÎÔÅÎÃÅÓ ÍÕÓÔ ÂÅ ÇÒÁÍÍÁÔÉÃÁÌÌÙ ÃÏÒÒÅÃÔ 

§ !ÔÔÅÎÄ 7ÁÌË-ÉÎ #ÁÒÅÅÒ !ÄÖÉÓÉÎÇ $ÁÙÓ ÏÒ 2ÅÓÕÍÅ #ÒÉÔÉÑÕÅÓ ɀ ÃÈÅÃË 
ÏÎÌÉÎÅ ÆÏÒ ÄÁÔÅÓȢ 

§ -ÁËÅ ÁÎ ÉÎÄÉÖÉÄÕÁÌ ÁÐÐÏÉÎÔÍÅÎÔ ÔÏ ÍÅÅÔ ×ÉÔÈ ÁÎ ÁÄÖÉÓÏÒ ÆÏÒ Á 
ÃÒÉÔÉÑÕÅȢ 

§ $ÒÏÐÐÉÎÇ Ïǟ ÙÏÕÒ ÃÏÖÅÒ ÌÅÔÔÅÒ ɉ×ÉÔÈ ÔÈÅ ÊÏÂ ÄÅÓÃÒÉÐÔÉÏÎɊ ÁÔ ÏÕÒ 
ÃÅÎÔÅÒ ÏÒ ÅÍÁÉÌ ÉÔ ÔÏ ÔÈÅÃÁÒÅÅÒÃÅÎÔÅÒͽÌÏÙÏÌÁȢÅÄÕ ÔÏ ÂÅ ÃÒÉÔÉÑÕÅÄ 
×ÉÔÈÉÎ Ô×Ï ÔÏ ÔÈÒÅÅ ÂÕÓÉÎÅÓÓ ÄÁÙÓȢ 

(ÁÖÅ ÙÏÕÒ ÄÒÁÆÔ ÃÒÉÔÉÑÕÅÄ ÂÙ 4ÈÅ #ÁÒÅÅÒ #ÅÎÔÅÒ ÂÅÆÏÒÅ ÓÅÎÄÉÎÇ ÂÙȡ 

¶ 0ÅÒÓÏÎÁÌÌÙ ÓÉÇÎ ÔÈÅ ÃÏÖÅÒ ÌÅÔÔÅÒ ɉÉÆ ÓÅÎÄÉÎÇ ÉÎ ÔÈÅ ÍÁÉÌɊ 
¶ +ÅÅÐ ÃÏÐÉÅÓ ÏÆ ÁÌÌ ÃÏÒÒÅÓÐÏÎÄÅÎÃÅ ÁÎÄ ÃÏÍÐÁÎÙ ÉÎÆÏÒÍÁÔÉÏÎ 
¶ -ÁËÅ ÓÕÒÅ ÔÈÅ ÑÕÁÌÉÔÙ ÁÎÄ ÃÏÌÏÒ ÏÆ ÔÈÅ ÐÁÐÅÒ ÍÁÔÃÈ ×ÈÁÔ ÙÏÕ ÈÁÖÅ ÕÓÅÄ ÆÏÒ ÙÏÕÒ ÒÅÓÕÍÅ  

&).!, #/6%2 ,%44%2 #(%#+,)34 

¶ $ÉÄ ÙÏÕ ÉÎÄÉÖÉÄÕÁÌÉÚÅ ÙÏÕÒ ÃÏÖÅÒ ÌÅÔÔÅÒȩ 
¶ 7ÁÓ ÉÔ ÁÄÄÒÅÓÓÅÄ ÔÏ Á ÐÁÒÔÉÃÕÌÁÒ ÐÅÒÓÏÎ ÉÎ ÔÈÅ ÃÏÍÐÁÎÙȩ $ÉÄ ÙÏÕ ÓÐÅÌÌ 
ÔÈÅ ÐÅÒÓÏÎȭÓ ÎÁÍÅ ÁÎÄ ÃÏÍÐÁÎÙȭÓ ÎÁÍÅ ÃÏÒÒÅÃÔÌÙȩ 

¶ $ÉÄ ÙÏÕ ÉÎÃÌÕÄÅ ÙÏÕÒ ÎÁÍÅ ÁÎÄ ÁÄÄÒÅÓÓ ÏÎ ÔÈÅ ÌÅÔÔÅÒȟ ÁÎÄ ÏÎ ÔÈÅ  
ÅÎÖÅÌÏÐÅ ɉÉÆ ÓÅÎÄÉÎÇ ÖÉÁ ÍÁÉÌɊȩ 

¶ $ÉÄ ÙÏÕ ÓÉÇÎ ÁÌÌ ÙÏÕÒ ÌÅÔÔÅÒÓȩ 
¶ $ÉÄ ÙÏÕ ÉÎÃÌÕÄÅ ÙÏÕÒ ÐÈÏÎÅ ÎÕÍÂÅÒ ÁÎÄ ÅÍÁÉÌȩ 
¶ $ÉÄ ÙÏÕ ÈÁÖÅ ÙÏÕÒ ÃÏÖÅÒ ÌÅÔÔÅÒ ÒÅÖÉÅ×ÅÄ ÆÏÒ ÁÎÙ ÓÐÅÌÌÉÎÇ ÏÒ ÇÒÁÍÍÁÔÉÃÁÌ 
ÅÒÒÏÒÓȩ 

.ÏÔÅȡ 4ÈÅ ÆÏÌÌÏ×-ÕÐ ÔÏ Á ÃÏÖÅÒ ÌÅÔÔÅÒ ÉÓ ÕÐ ÔÏ ÙÏÕȢ 9ÏÕ ÁÒÅ ÒÅÓÐÏÎÓÉÂÌÅ ÆÏÒ ÍÁÒËÅÔÉÎÇ ÙÏÕÒ ÓËÉÌÌÓ ÁÎÄ ÃÒÅÄÅÎÔÉÁÌÓȢ 
$Ï ÎÏÔ ×ÁÉÔ ÆÏÒ ÁÎ ÅÍÐÌÏÙÅÒ ÔÏ ÃÁÌÌ ÏÒ ×ÒÉÔÅ ÙÏÕȢ )Ô ÉÓ ÐÅÒÆÅÃÔÌÙ ÁÐÐÒÏÐÒÉÁÔÅ ÔÏ ÃÏÎÔÁÃÔ ÔÈÅ ÁÄÄÒÅÓÓÅÅ ÏÆ ÙÏÕÒ 
ÃÏÖÅÒ ÌÅÔÔÅÒ ÔÏ ÁÓË ÉÆ ÈÅȾÓÈÅ ÈÁÓ ÒÅÃÅÉÖÅÄ ÉÔȢ 4ÈÉÓ ÍÁÙ ÁÌÓÏ ÂÅ Á ÇÏÏÄ ÔÉÍÅ ÔÏ ÓÅÔ ÁÎ ÁÐÐÏÉÎÔÍÅÎÔȢ 7ÁÉÔ ΣΡ ÄÁÙÓ 
ÔÏ Τ ×ÅÅËÓȟ ÁÎÄ ÔÈÅÎ ÃÁÌÌȢ 

mailto:thecareercenter@loyola.edu
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SAMPLE COVER LETTER FORMAT  

Your Present Address 

City, State Zip 

Date 
 (4 SPACES) 

 

Personôs Name 

Title 

Company  

Street Address 

City, State Zip Code 

  (2 SPACES) 

Dear Mr. (or Ms.) Personôs Last Name: 

  (2 SPACES) 

In your initial paragraph, state the reason for the letter, name the specific position or type of work 

for which you are applying, and indicate from which resource (The Career Center, news media, 

friend, employment service) you learned of the opening. If ad is in the newspaper, include the date 

of the ad and the contact personôs name.  

Indicate why you are interested in the position, the company, its products or services.  Above all, 

describe what you can do for the employer.  If you are a recent graduate, explain how your  

academic background makes you a qualified candidate for the position.  If you have some  

practical work experience, illustrate your specific achievements or unique qualifications. You 

can also cite personal characteristics with ways you could use them on the job.  Try not to merely 

repeat the same information the reader will find in the resume.  

In the closing paragraph, refer the reader to the enclosed resume. Indicate your desire for a  

personal interview, and your flexibility as to the time and place. Repeat your phone number and 

email in the letter. Finally, close your letter with a statement or questions that will encourage a 

response. For example, state that you will be in the area where their company is located on a  

certain date and would like to set up an interview. Or, ask if the company will be recruiting in 

your area, or if they desire additional information or references. 

(2 SPACES) 

Sincerely, 

 

(4 SPACES)                           (Written Signature) 

 

Your Name 

      (2 SPACES) 

Enclosure 
 

First Paragraph 

Middle Paragraphs 

Final Paragraph 
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COVER LETTER -- INTERNSHIP  

4501 North Charles Street 

MS xxxx 

Baltimore, MD 21210 

March 7, 20xx 

 

 

 

Do Something  

Internship Coordinator 

24-32 Union Square East  

Fourth Floor  

New York, NY 10003  

 

Dear Internship Coordinator, 

 

As a current junior of the Sellinger School of Business at Loyola University Maryland, I have a strong interest in  

aspects of non-profit organizations. After I saw the Challenge Internship position on Internships.com, I explored the 

company website and was very impressed by all the various causes promoted by Do Something. For this reason, I 

would like to be considered for this position for the summer of 20xx.  

  

The enclosed resume describes my educational, work, and personal experience. I am very dedicated to my scholastic 

work, having maintained a 3.1 GPA throughout college. Through my course work and fund-raising activities, I have 

developed strong research skills. For example, I worked with a team of students on a Marketing project that required 

us to research the market plan for Whole Foods Market. In this project as well as in many others, I have learned that I 

can work in a team environment, while creatively and critically thinking as an individual. 

 

In my volunteer work in Louisiana following Hurricane Katrina, I witnessed the issues of insufficient disaster relief, 

racism, and poverty in our own country. Following my experience studying and traveling in Thailand, I have become 

particularly interested in international studies, various cultures, and social justice issues around the world. I believe 

that the Challenge Internship would provide me with a great opportunity to learn and further my interest in important 

matters in the world today.  

 

I would appreciate having the opportunity to discuss my qualifications with you and answer any questions you may 

have.  I can be reached at 646-xxx-xxxx or mdoogood@loyola.edu.  Thank you very much for your time and  

consideration, and I look forward to hearing from you soon. 

 

         Sincerely, 

 

 

 

         Matthew Doogood 

 

Enclosure 
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COVER LETTER (EMAIL) -- INTERNSHIP 

Dear Prospective Employer: 

 

As a senior at Loyola University Maryland about to complete a Bachelor of Science Interdisciplinary degree in  

Biology/Psychology, I feel that I make an excellent candidate for the Fall 20xx internship program in London,  

England. After extensive research online, I became very excited about the prospect of participating in the field of  

psychology internationally through this internship program.  I feel that my knowledge and skills, combined with my 

passion for travel and culture, will make me both an enthusiastic and valuable asset to an internship placement in the 

United Kingdom.  

 

As stated on my resume, my education at Loyola University Maryland combined with my previous academic  

achievements at the University of Newcastle Upon Tyne, provides me with a great deal of knowledge and research 

experience in both biology and psychology from the USA and UK alike. My enrollment in a Physiology course at 

Newcastle allowed me to gain and exercise critical lab techniques in analyzing basic bodily functions, while the  

Research Methods and Animal Behavior courses at Loyola have provided me with proficiency in information analysis, 

organizational skills, and strong attentiveness to detail. My previous work experience at a fast-pace, family-oriented 

restaurant has also enabled me to become a highly receptive and attentive individual.  In any placement I am assigned, 

I will not only contribute my acquired skills and strong work ethic, but also my unique ability to work and  

communicate effectively and compassionately with a variety people seeking psychological help.  

 

As a final note, I have the aspirations of pursuing a graduate degree in clinical health psychology in London for the 

academic year of 20xx.  My interests lie in areas that range from eating behaviors, stress management, coping with 

chronic and debilitating diseases, as well as to mental illnesses such as anxiety and depression. An internship  

placement will provide me with an important opportunity to experience the UK through my particular field of interest, 

while helping me to plan my graduate education. You will find me a dedicated, skilled, and highly motivated  

individual eager to gain and learn from this experience as much as possible.  

 

Thank you for your time and consideration. If you need any additional information I can be reached by email 

lbbound@loyola.edu or phone (516) xxx-xxxx. I look forward to hearing from you and to the prospect of this terrific 

experience.  

 

Sincerely, 

 

London Bound 

 

Attachment  
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COVER LETTER -- INTERNSHIP 

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 I am interested in  
becoming a summer intern at Universal Studios.  I am very excited and eager to learn more about the process of making a 
film and having an inside look at how the film industry operates.  This internship would serve as a stepping stone toward my 
goal of attending graduate school for film production and furthering a career in the film industry. 
 
I have used my academic career to further my knowledge of this industry and believe that my academic experience and work  
history have prepared me well for this position.  I have taken Experience of Theatre, which allowed me to become familiar 
with all facets encompassed in making a theatrical show and cinematic feature.  This class enabled me to step into the minds 
of actors, directors, set designers, critics, and audience members.  Throughout the semester we read several plays and  
screenplays.  From this class I was able to analyze the language and message the author wanted to convey and learn ways to 
approach each script through a production mindset as how each character would be casted, what the set would look like, 
type of music and how it would add to each scene, and camera angles.  During the semester I also had the opportunity to 
attend different plays and saw first hand the transition from what I was learning in class to the performance on stage.  As a 
culmination of our studies in Experience of Theatre, I was given the opportunity to write a one-act play and direct a fellow  
classmatesõ work.  Throughout this process I was challenged into stepping into the role of director, producer, and set  
designer ð making decisions that would enhance the storyline.  The experience of directing this play is when I truly had the 
awakening that a career in film production is the path I want to take.   

 
As my resume indicates, I have been involved in numerous activities which have further developed and strengthened my 
leadership qualities, eagerness to learn, and my desire to serve, all of which I hope to apply to this internship position.  Being 
a Resident Assistant and serving on the Executive Cabinet for the Black Student Association, I have been in charge of  
creating, publicizing, and running activities and programs, which have honed my leadership skills.  I believe that my work in 
the Dean of Students Office has prepared me for the administrative tasks that the internship requires.  Being a recipient of 
the Magis Scholar Award, which celebrates great leadership on campus coupled with academic achievement, highlights my 
ability to manage numerous tasks and responsibilities while still achieving academic success.   
 
Please see my attached resume for further information.  I can be reached via cell at (443) xxx-xxxx or email at 
eswan@loyola.edu.  Thank you for your time and consideration.  I look forward to speaking with you about this employment  
opportunity.        
 
Sincerely, 
 
Elizabeth Swan  
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COVER LETTER -- FULL-TIME EMPLOYMENT 
 

171 Skyview Drive Cromwell, 

CT 06416 

January 23, 20xx 

 

Human Resources 

Oakland Athletics Baseball Company 

7000 Coliseum Way 

Oakland, CA  94621 

 

To Human Resources Manager: 

 

I am writing to express my interest in the Advertising Assistant position with the Oakland Athletics.  In Jan 20xx, I graduated 

from Loyola University Maryland with a degree in Communication.  I have a wide array of past experiences in the sports     

industry as well as in sales and marketing that I believe have greatly benefited my growth.  I believe my knowledge and      

passion for baseball, as well as my past work and classroom experiences have thoroughly prepared me for such a position with 

the Athletics. 

 

The position with the Athletics interests me because of the great opportunity to work for a professional sports franchise.  The 

Athletics have had great success over the history of their existence, and the possibility of being a part of this organization is an 

exciting one.  My professional experiences in sales and marketing over the past three years have allowed me to acquire several 

of the skills necessary for the position.  I presently work for Big Fish Promotions, the largest promoter for Dunkinô Donuts in 

the United States.  As an event manager, I am responsible for efficiently managing crews of 4-6 people at a wide range of 

events, including sporting, concert, and charity events in the promotion of new Dunkinô Donuts products.  I am responsible for 

all facets of the event from supervision and logistics to successfully convey the marketing message.   

 

While at Loyola University Maryland, I gained various skills from positions that I have held on campus.  As a member of the 

Loyola Marketing Association, I was able to lead a creative marketing campaign for the monthly speaker series program.  I 

was allocated a budget to purchase various forms of advertising to market the program.  In addition, it was my job to develop 

new and innovative ideas to promote the program across campus.  My internship with the New Britain Rockcats also provided 

me with valuable experience related to the advertising assistant position.  Also, I assisted both the marketing department and 

ticket office with my primary responsibility being in the box office.  I developed several skills including leadership,  

communication, and organizational skills, from talking with clients on a daily basis, searching for potential sponsors for the 

club, and in the designing of several promotional flyers for the upcoming season.  My role was to sell season, group, and  

individual ticket packages to customers through email requests, postal mail requests, as well as through the Rockcats online 

ticketing system, Choice Ticketing.  I was also required to maintain a database including information of all those who  

purchased tickets, as well as renewing season tickets and recruiting new customers.  

 

I am extremely excited about the potential of working for the Oakland Athletics and would be happy to follow up with more 

information if necessary, and would be very willing to discuss my abilities with you at any time.  I can be contacted at home at 

(860) xxx-xxxx and by cell at (860) xxx-xxxx.  I would also like you to know that while I presently reside in Connecticut, I 

will be relocating to the bay area in the near future, and will be in town February 1-7. 

 

Thank you very much for your time and consideration, and I look forward to hearing from you in the near future. 

 

Sincerely, 

 

 

 

Heavy Hitter 
 

Enclosure 
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COVER LETTER (EMAIL) -- FULL -TIME EMPLOYMENT  

 
 

Dear Prospective Employer, 

 

I am sending this cover letter and my resume in response to an ad posted on Simply Hired on March 31 for a Special 

Events and Corporate Relations Coordinator.  I am confident that I would be an asset to the Development Department 

of the Phillips Collection.  I am an organized, dedicated individual with experience in special events and public  

relations, and a passion for the visual arts. 

 

My professional experience thus far has equipped me with valuable knowledge in planning special events, recruiting 

donors, writing grants, and communicating with the press. Having worked in development at a museum, I have  

co-written extensive grant proposals and I know what it takes to capture the attention of new donors.  I have also been 

in contact with the media through press releases and phone calls, and have experience dealing with outside benefactors 

interested in a museum. 

 

Also, I have notable experience working in special events.  Just this past weekend at Fondo del Sol Visual Arts Center, 

I supervised a Capitol Page School Reunion museum tour, reception, and dinner ï a very successful event I helped 

plan.  Currently I am co-planning Fondo del Solôs 35th Anniversary Gala, and in 20xx I assisted in the planning of the 

Smithsonian Latino Centerôs Annual Gala.  From creating invitations to researching invitees to serving at the galas, my 

experience gained from working on these three major events has built my skills in organization and attention to detail, 

and I am well-prepared to effectively assist in the coordination of special events. 

 

I would be thrilled to work in Americaôs first museum of modern art.  I have always had a passion for art, a passion that 

has led me to internships in the Smithsonian Latino Center and two of Washingtonôs well-loved museums (The  

National Portrait Gallery and Fondo del Sol).  I truly believe I would be a good fit as the Special Events and Corporate 

Relations Coordinator, and would appreciate the opportunity for a personal interview.  You may contact me at (703) 

xxx-xxxx or at monaalisa@gmail.com.  Thank you and I look forward to hearing from you. 

 

Sincerely, 

 

Mona Lisa 
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LOYOLA.EDU/THECAREERCENTER 

 

COVER LETTER --FULL -TIME EMPLOYMENT  
 

4501 North Charles Street, MS xxxx 

Baltimore, MD 21210 

January 16, 20xx 

 

Ms. Kayla Nation, U.S. Recruiting 

Lehman Brothers 

1301 Avenue of the Americas, 4th Floor 

New York, NY 10019 

 

Dear Ms. Nation: 

 

I recently discovered information regarding the Lehman Brothers Investment Banking Analyst Program on the company 

website. I was initially intrigued with the idea of working for Lehman Brothers after their company presentation at Loyola 

University Maryland in December.  After speaking with Tom Green, Vice President of Securities Lending, I was assured 

that I would be a great fit at Lehman Brothers.  I am currently a senior at Loyola University Maryland enrolled in the  

Sellinger School of Business Honors Program.  

 

As a finance and economics double major, I have already taken many courses essential to an analyst in the Investment 

Banking Analyst Program. These courses include Intermediate Microeconomics, Macroeconomics, Fixed Income Markets, 

Equity Markets, Econometrics, and both Managerial and Financial Accounting. My cumulative GPA of 3.80 exemplifies 

my work ethic and personal commitment to excellence. 

 

This summer I interned at T. Rowe Price in the Trade Support Division, and am continuing my internship this fall. My main 

function within Trade Support is to confirm and affirm Fixed Income trades. This role requires considerable attention to 

detail, as there are often small trade discrepancies between the T. Rowe trading desks and our brokerage counterparties. I 

relied upon my problem solving skills and my ability to communicate complex details to efficiently liaise these issues with 

our counterparts. The communicative and problem solving skills that I developed through my internship at T. Rowe Price 

are skills that are necessary for success at Lehman Brothers.  I am very active in the Student Government Association 

(SGA) at Loyola, having served as a student leader in several different roles over the past four years. The SGA has given 

me the opportunity to develop my collaborative skills as a successful team member. As Director of Finance, the budget  

allocation process has taught me the value of setting explicit goals and deadlines for my peers. I have learned to rely on my 

teammates who all have different areas of expertise. My commitment to SGA illustrates my continual desire to be a part of 

a successful team. 

 

I have been in contact with Loyola University Maryland alumni working at Lehman Brothers, and based on our  

conversations, I believe that the collegial atmosphere at Lehman is a perfect match for my team-oriented personality. I am 

impressed with the extensive training program and personal development opportunities provided by the analyst program. 

My main goal is to continue to grow and develop the necessary skills for a long-term career in the financial services  

industry.  I believe that my experience working in the fast-paced Trade Support environment, my role as a successful team 

player on SGA, and my academic performance as a business honors student make me uniquely qualified for this position. I 

know that given the opportunity, I could enhance the Lehman Brothers team. 

 

My r®sum® is attached for your review. An interview would grant me the opportunity to further demonstrate my abilities. 

Please feel free to contact me at 410-xxx-xxxx or via e-mail at greenspan_alan@hotmail.com. Thank you in advance for 

your time and consideration. I hope to hear from you soon.  

 

Sincerely, 

 

 
 

Alan Greenspan 

 

Enclosure 
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/4(%2 02/&%33)/.!, #/22%30/.$%.#% 

4(!.+ 9/5 ,%44%23 -- 0ÏÉÎÔÓ ÔÏ #ÏÎÓÉÄÅÒ 
§ -ÁÉÎÔÁÉÎ Á ×ÁÒÍȟ ÐÅÒÓÏÎÁÌ ÙÅÔ ÐÒÏÆÅÓÓÉÏÎÁÌ ÓÔÙÌÅ ɀ ÔÈÉÓ ÓÈÏÕÌÄ 
ÎÏÔ ÂÅ Á ÆÏÒÍ ÌÅÔÔÅÒȟ ÂÕÔ ÒÁÔÈÅÒ ÔÙÐÅÄ ÓÐÅÃÉǢÃÁÌÌÙ ÆÏÒ ÅÁÃÈ  
ÉÎÔÅÒÖÉÅ× 

§ 3ÅÎÄ ×ÉÔÈÉÎ ΤΦ-ΦΪ ÂÕÓÉÎÅÓÓ ÈÏÕÒÓ ÁÆÔÅÒ ÁÎ ÉÎÔÅÒÖÉÅ× ɉÒÅÁÌȟ ÉÎÆÏÒȤ
ÍÁÔÉÏÎÁÌ ÏÒ ÐÒÁÃÔÉÃÅɊȟ ÃÁÒÅÅÒ ÆÁÉÒ ÏÒ ÎÅÔ×ÏÒËÉÎÇ ÅÖÅÎÔ 

§ %ØÐÒÅÓÓ ÁÐÐÒÅÃÉÁÔÉÏÎ ÆÏÒ ÔÈÅ ÉÎÔÅÒÖÉÅ× 
§ 2ÅÅÍÐÈÁÓÉÚÅ ÓËÉÌÌÓ ÁÎÄ ÑÕÁÌÉǢÃÁÔÉÏÎÓ ÁÎÄ ÈÏ× ÔÈÅÙ ÒÅÌÁÔÅ ÔÏ 
ÔÈÅ ÊÏÂ 

§ 2ÅÉÔÅÒÁÔÅ ÉÎÔÅÒÅÓÔ ÉÎ ÐÏÓÉÔÉÏÎ ÁÎÄ ÃÏÍÐÁÎÙ 
§ )Æ ÉÎÔÅÒÖÉÅ×ÉÎÇ ×ÉÔÈ ÍÏÒÅ ÔÈÁÎ ÏÎÅ ÐÅÒÓÏÎȟ ÔÈÅ ÔÈÁÎË ÙÏÕ ÌÅÔÔÅÒ 
ÃÁÎ ÂÅ ÓÅÎÔ ÔÏ ÅÁÃÈ ÉÎÄÉÖÉÄÕÁÌ ÏÒ ÔÈÅ ÍÁÉÎ ÉÎÔÅÒÖÉÅ×ÅÒ ×ÉÔÈ Á 
ÓÔÁÔÅÍÅÎÔ ÁÓËÉÎÇ ÔÈÅÍ ÔÏ ËÉÎÄÌÙ ÆÏÒ×ÁÒÄ ÔÈÅ ÌÅÔÔÅÒ ÏÎ ÔÏ ÔÈÅ 
ÏÔÈÅÒÓ 

!##%04!.#% ,%44%23 -- 0ÏÉÎÔÓ ÔÏ #ÏÎÓÉÄÅÒ 
§ #ÏÎǢÒÍ ÁÃÃÅÐÔÁÎÃÅ ÏÆ ÁÎ ÏǟÅÒ ÁÎÄ ÔÈÅ ÔÅÒÍÓ ÏÆ ÙÏÕÒ 
ÅÍÐÌÏÙÍÅÎÔ ɉÓÁÌÁÒÙȟ ÓÔÁÒÔ ÄÁÔÅȟ ÅÔÃȢɊ 

§ %ØÐÒÅÓÓ ÁÐÐÒÅÃÉÁÔÉÏÎ ÆÏÒ ÔÈÅ ÏÐÐÏÒÔÕÎÉÔÙ  
§ 0ÏÓÉÔÉÖÅÌÙ ÒÅÉÎÆÏÒÃÅ ÅÍÐÌÏÙÅÒȭÓ ÄÅÃÉÓÉÏÎ ÔÏ ÈÉÒÅ ÙÏÕ 
§ #ÁÎ ÆÏÌÌÏ× Á ÔÅÌÅÐÈÏÎÅ ÃÏÎÖÅÒÓÁÔÉÏÎ ÄÕÒÉÎÇ ×ÈÉÃÈ 
ÔÈÅ ÄÅÔÁÉÌÓ ÏÆ ÔÈÅ ÏǟÅÒ ÁÎÄ ÔÅÒÍÓ ÏÆ ÅÍÐÌÏÙÍÅÎÔ ÁÒÅ 
ÄÉÓÃÕÓÓÅÄ 

7)4($2!7!, ,%44%23 -- 0ÏÉÎÔÓ ÔÏ #ÏÎÓÉÄÅÒ 
§ 3ÁÔÉÓǢÅÓ ÙÏÕÒ ÅÔÈÉÃÁÌ ÏÂÌÉÇÁÔÉÏÎ ÔÏ ÉÎÆÏÒÍ ÁÌÌ ÏÔÈÅÒ ÅÍÐÌÏÙÅÒÓ ÏÆ ÙÏÕÒ ÄÅÃÉÓÉÏÎ ɉÏÎÃÅ ÙÏÕ ÈÁÖÅ ÁÃÃÅÐÔÅÄ Á  
ÐÏÓÉÔÉÏÎɊ ÁÎÄ ÔÏ ×ÉÔÈÄÒÁ× ÙÏÕÒ ÅÍÐÌÏÙÍÅÎÔ ÁÐÐÌÉÃÁÔÉÏÎ ÆÒÏÍ ÃÏÎÓÉÄÅÒÁÔÉÏÎ 

§ %ØÐÒÅÓÓ ÁÐÐÒÅÃÉÁÔÉÏÎ ÆÏÒ ÔÈÅ ÅÍÐÌÏÙÅÒȭÓ ÃÏÎÓÉÄÅÒÁÔÉÏÎ ÁÎÄ ÃÏÕÒÔÅÓÙ 
 
 
2%*%#4)/. ,%44%23 -- 0ÏÉÎÔÓ ÔÏ #ÏÎÓÉÄÅÒ 
§ 5ÓÅÄ ÔÏ ÄÅÃÌÉÎÅ ÅÍÐÌÏÙÍÅÎÔ ÏǟÅÒÓ ÔÈÁÔ ÄÏ ÎÏÔ ǢÔ ÙÏÕÒ ÃÁÒÅÅÒ ÏÂÊÅÃÔÉÖÅÓ ÁÎÄ ÉÎÔÅÒÅÓÔÓ 
§ )ÎÄÉÃÁÔÅ ÔÈÁÔ ÙÏÕ ÈÁÖÅ ÃÁÒÅÆÕÌÌÙ ÃÏÎÓÉÄÅÒÅÄ ÔÈÅ ÏǟÅÒ ÁÎÄ ÈÁÖÅ ÄÅÃÉÄÅÄ ÎÏÔ ÔÏ ÁÃÃÅÐÔ ÉÔ 
§ 4ÈÁÎË ÔÈÅ ÅÍÐÌÏÙÅÒ ÆÏÒ ÔÈÅ ÏǟÅÒ ÁÎÄ ÆÏÒ ÃÏÎÓÉÄÅÒÁÔÉÏÎ ÏÆ ÙÏÕ ÁÓ Á ÃÁÎÄÉÄÁÔÅ 
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SAMPLE THANK YOU LETTER FORMAT 

Address 

City, State, Zip Code 

Date 

 

(4 Spaces) 

 

Personôs Name 

Title 

Company 

Street Address 

City, State Zip Code 

(2 Spaces) 

Dear Mr./Ms. Doe, 

      (2 Spaces) 

First Paragraph ï Express appreciation for the opportunity to be interviewed. Refer to the date, time, and 

position or field to which you applied. 

 

Second Paragraph ï Mention one or two areas that were discussed in the interview and were of prime  

interest regarding the position or information that was enlightening and beneficial. 

 

Third Paragraph ï Mention briefly the strong qualifications or background that you have which will enable 

you to perform the necessary duties entailed in the job description. If there were qualifications or areas that 

that may have appeared weak during the interview, try to dispel them by pointing out the specific area and the 

way your strong points or additional effort may compensate. 

 

Fourth Paragraph ï Close by making a specific statement that you would like the position and why you feel 

that you would be an asset to the organization. Indicate that you will be looking forward to the results of the 

interview and that you will call in a week or two to check your status. 

 

         Sincerely, 

          

(Written Signature) 

         (4 Spaces) 

         Your name 
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SAMPLE THANK YOU LETTER    

1868 Blue February Way 

Columbia, MD 21044 

June 1, 20xx 

 

Ms. Janet Flagle 

Vice President of Finance & Administration 

Londontowne Corporation 

1200 Londontowne Road 

Salisbury, MD 21078 

 

Dear Ms. Flagle: 

 

It was a pleasure meeting with you about the Controller position in the Four Star Sportswear Division last 

Thursday. I know you have been very busy so I would like to thank you for taking the time to meet with me. 

  

The Four Star Sportswear Division seems to be a very dynamic and aggressive part of the Londontowne  

Corporation. I am interested in learning more about your company and how my talents and abilities might fit 

into your long range plans. I was particularly impressed by the divisionôs expansion through acquisitions and 

your commitment to growth in sales and profits. 

 

My educational background, my experience in public accounting, and most importantly, my industry  

experience make me a viable candidate for the position of controller in your division. I feel I have a solid 

background in the areas of budgeting, financial reporting, accounts payable, and cost accounting. I have the 

ability to learn quickly, work well with people at all levels, and make effective decisions. 

 

Thank you again for giving me the opportunity to talk with you concerning this position. Please feel free to 

contact me at 410-617-xxxx or at pmanning@loyola.edu if I can provide you with any further  

information. I look forward to hearing from you soon so that we might further investigate how my abilities 

can fulfill the needs of your organizations. 

 

          Sincerely, 

         

          (Written Signature) 

 

          Peyton Manning  
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SAMPLE ACCEPTANCE LETTER  
 

          

 

 

507 Shore Drive 

Hampton, VA 23501 

April 20, 20xx 

 

 

 

Mr. Jack Krebs 

Division Manager 

Data International Corporation 

1212 Corporation Lane 

Richmond, VA 23312 

 

Dear Mr. Krebs: 

 

I am writing to confirm my acceptance of your employment offer on April 16 and to tell you how delighted I 

am to be joining Data International in Richmond.  The work is exactly what I have prepared for and hoped to 

do.  I feel confident that I can make a significant contribution to the corporation and I am grateful for the  

opportunity you have given me. 

 

As we discussed, I will report to work at 8:00 a.m. on May 21 and will have completed the medical  

examination and drug testing by the start date.  Additionally, I shall complete all employment and insurance 

forms for the new employee orientation on May 22. 

 

I look forward to working with you and your fine team.  I appreciate your confidence in me and am very  

happy to be joining your staff. 

 

Sincerely, 

 

(Written Signature) 

 

Rosa Parks 
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SAMPLE WITHDRAWAL LETTER 

 
 

 

4621 Chester Lane 

Virginia Beach, VA 23466 

April 20, 20xx 

 

 

 

Ms. Melissa Bliss 

Executive Director 

The Virginia School of Performing Arts 

8989 Princess Anne Road 

Virginia Beach, VA 23456 

 

Dear Ms. Bliss: 

 

I am writing to inform you that I am withdrawing my application for the Program Coordinator position with 

the school.  As I indicated in my interview with you, I have been exploring several employment possibilities. 

This week I was offered an administrative position with a local city government and, after careful  

consideration, I decided to accept it.  The position provides a very good match for my interests at this point 

in my career. 

 

I want to thank you very much for interviewing and considering me for your position.  I enjoyed meeting you 

and learning about the innovative community programs you are planning.  You have a fine school, and I wish 

you and your staff well. 

 

Sincerely, 

 

(Written Signature) 

 

Samuel Davis 
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SAMPLE REJECTION LETTER  

         351 Kempsville Road 

         Chesapeake, VA 23455 

         March 25, 20xx 

 

 

Mr. George Duvall 

Manager 

Sales and Marketing Division 

Colonial Properties, Ltd. 

1700 Colonial Parkway 

Williamsburg, VA 23176 

 

Dear Mr. Duvall: 

 

Thank you very much for offering me the position of Commercial Leasing Agent with Colonial  

Properties.  I appreciate your discussing the details of the position with me and giving me time to  

consider your offer. 

 

You have a fine organization and there are many aspects of the position that are very appealing to me.  

However, I believe it is in our mutual best interest that I decline your generous offer.  This has been a 

difficult decision for me, but I believe it is the appropriate one for my career at this time. 

 

I want to thank you for the consideration and courtesy given to me.  It was a pleasure meeting you and 

your staff. 

 

         Sincerely, 

 

         (Written Signature) 

 

         Frank Stearns  



17 

LOYOLA.EDU/THECAREERCENTER 

(/7 )3 9/52 /.,).% )-!'%ȩ 

4ÁËÅ ÔÈÅ ÆÏÌÌÏ×ÉÎÇ ÓÔÅÐÓ ÔÏ ÃÒÅÁÔÅ ÐÒÏÆÅÓÓÉÏÎÁÌ ÏÎÌÉÎÅ ÃÏÎÔÅÎÔȡ 
  
 

¶ 6ÉÓÉÔ ÈÔÔÐȡȾȾÓÔÕÄÅÎÔÓȢÌÉÎËÅÄÉÎȢÃÏÍȾ ÔÏ ÌÅÁÒÎ ÍÏÒÅ ÁÂÏÕÔ ÃÒÅÁÔÉÎÇ ÁÎ ÏÕÔÓÔÁÎÄÉÎÇ ÐÒÏǢÌÅȢ 
 
¶ *ÏÉÎ ,ÉÎËÅÄ)Î ÇÒÏÕÐÓ ÓÕÃÈ ÁÓ 4ÈÅ #ÁÒÅÅÒ #ÅÎÔÅÒ ÁÔ ,ÏÙÏÌÁ 5ÎÉÖÅÒÓÉÔÙ 'ÒÏÕÐȟ ,ÏÙÏÌÁ 5ÎÉÖ -ÁÒÙÌÁÎÄ !ÌÕÍÎÉ 
'ÒÏÕÐȟ ÏÒ 4ÈÅ 3ÅÌÌÉÎÇÅÒ 3ÃÈÏÏÌȢ  4ÈÅÓÅ ÁÒÅ ÂÅÎÅǢÃÉÁÌ ÂÅÃÁÕÓÅ ÙÏÕ ÃÁÎ ÊÏÉÎ ÇÒÏÕÐ ÄÉÓÃÕÓÓÉÏÎÓȟ ÍÏÎÉÔÏÒ ÊÏÂ 
ÐÏÓÔÉÎÇÓȟ ÁÎÄ ÈÁÖÅ ÁÃÃÅÓÓ ÔÏ ÍÏÒÅ ÎÅÔ×ÏÒËÉÎÇ ÃÏÎÔÁÃÔÓȢ 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
¶ ,ÅÁÒÎ ÈÏ× ÔÏ ÈÁÖÅ Á ÃÌÅÁÎ &ÁÃÅÂÏÏË ÐÒÏǢÌÅ ÁÎÄ ÓÅÔ ÙÏÕÒ ÐÒÉÖÁÃÙ ÓÅÔÔÉÎÇÓ ÂÙ ÖÉÓÉÔÉÎÇ ×××Ȣ&ÁÃÅÂÏÏËȢÃÏÍȾ
ÈÅÌÐ ÁÎÄ ÃÌÉÃË ÏÎ Ȭ0ÒÉÖÁÃÙȭȢ 

¶ #ÏÍÍÅÎÔ ÏÎ Á ÂÌÏÇ ÏÒ ÆÏÒÕÍ ÉÎ Á ÐÏÓÉÔÉÖÅȟ ÎÏÎ-ÃÏÎÔÒÏÖÅÒÓÉÁÌ ×ÁÙȢ 
 
¶ 7ÒÉÔÅ ÐÒÏÄÕÃÔ ÏÒ ÂÏÏË ÒÅÖÉÅ×Ó ÏÎ ÓÉÔÅÓ ÌÉËÅ !ÍÁÚÏÎȢÃÏÍ ÏÒ /ÖÅÒÓÔÏÃËȢÃÏÍȢ  -ÁËÅ ÓÕÒÅ ÔÈÅÙ ÓÏÕÎÄ ÉÎÔÅÌÌÉȤ
ÇÅÎÔ ÁÎÄ ×ÅÌÌ-ÃÏÍÍÕÎÉÃÁÔÅÄȢ 

 
¶ #ÏÎÓÉÄÅÒ ÐÕÒÃÈÁÓÉÎÇ ÙÏÕÒ Ï×Î 52, ɉΏΣȢΫΫ ÐÅÒ ÙÅÁÒɊ ÁÔ 'Ï$ÁÄÄÙȢÃÏÍȢ 
 
¶ 3ÅÔ ÕÐ Á 4×ÉÔÔÅÒ ÁÃÃÏÕÎÔ ÁÎÄ Ô×ÅÅÔ ÉÎÔÅÌÌÉÇÅÎÔÌÙȢ  6ÉÓÉÔ ÏÕÒ ×ÅÂÓÉÔÅ ÆÏÒ ÍÏÒÅ ÉÎÆÏÒÍÁÔÉÏÎ ÏÎ 4×ÉÔÔÅÒȢ 

  


