
Cover Letter Outline  
Your name  
Present address  
City, State Zip Code  
Phone Number  
Email address  

 

Date of Writing  
 

Name of Person  
Title of Person  
Organization Name  
Street Address  
City, State Zip Code  

Dear Mr./Ms./Mrs./Dr. Last Name: 

 

In the introduction paragraph, describe why you are writing: include position, field, or area you are 





Dear Ms. Jayasri:  

I was introduced to your Technical Editor position at Integra by a professor at my university. This  



Further Assistance: For more detailed help or if you have questions, visit the Writing Center located 

in the Lewis University Library or call 815-836-5427.  

 

 

• Career Services Page 

• Career Services Sample Cover Letter  

• Career Services Sample Internship Cover Letter 

Additional Resources 

/resources/careerservices/index.htm
/resources/careerservices/pdf/CL%20Sample%20-%20UGGraduatingSenior.pdf
/resources/careerservices/pdf/CL%20Sample%20-%20UGAcctgInternship.pdf

