May 8, 2006

[Inside Address]
Dear Ms. [Last Name]:

The text of this letter will vary from one student to the next, but it should be written and formatted in standard business letter style. The letter should introduce the student, and describe his or her experience and education. It should also include at least one sentence that contains a company name merge field (for example, [Company Name]) and should refer to a resume accompanying the cover letter. In the merged letters (saved as Job Search Cover Letter Merged) the student should have edited the salutation to make sure “Mr.” is used for male recipients.
Sincerely yours,

Student Name

Enc: (1)

