
Name _________________________ 

City, State _________________ | Phone _________________ |Email_________________ 

 

Name of Hiring Manager _________________________ 

Company Name _________________________ 

Company Address 1_________________________ 

Company Address 2 _________________________ 

 

Date _________________________ 

 

Dear (Hiring Manager Name), 

Attention: ___________________________________________________________________________ 

____________________________________________________________________________________ 

Interest & Desire (Education): ___________________________________________________________ 

____________________________________________________________________________________

____________________________________________________________________________________ 

Interest & Desire (Experience/Skills): _____________________________________________________ 

____________________________________________________________________________________

____________________________________________________________________________________ 

Action: ______________________________________________________________________________ 

____________________________________________________________________________________ 

Sincerely,  

 
(Signature) 
 
 
Your Name Typed 


