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Cover and Thank You Letters
Cover Letters

Parts of a Cover Letter

Tip: Printyour mailingenvelopes using a computer just like your cover letter and
résume. Handwriting looks less professional. Use a LARGE envelope so that you avoid folding
your documents.

FullName

Address

Phone Number with Area Code
E-mail Address

Tip: You can copy and paste your name and contact information from your réesumé. This
way, both documents lookikde a matching set.

Date

ContactPerson

Title
Company/Organization
Address

City, Province
PostalCode

Tip: Write aunique coverletter for everyprospectiveemployer;

(although you may likely use much of the same content). A cover letter should no longer than
one page. It should be clear, focused, and never longer thangbsonecessary.
DearContactPerson:

ContactPerson:Namesand Titles

Using the hiring person's NAME if you know it.



x Use "Mr." for a man and "Ms." for a woman. Only use "Mrs." If you are certain the person uses



Don't forget to say thank you. This is not only polite but demonstrates that you acknowledge
the reader’s effort in taking the time to read yoletter.

v
77 Tip: Make sure your letter does not include any spelling or grammar erfsmtread

your letter very carefully.

///

72 Tip: When sending a print letter sign your name in blue or black ink. Dee'a

signature when sendingmail letters. Never use fonts th&iok like handwriting!

Thank You Letters

A thank you letter should be written immediately after you complete a job interview.

You will want to be brief but yet touch upon some of the most pertinent facts form the
interview.

You will want to reinforce your interest in the position and your ability to do the job.

You may want to write a conventional letter to send through the US mail. You may also opt to
send a "Thank You email", (this is begng more popular), or even send a thank you card.
Whichever method you choose, sending a "thank you follpi shows that you are a
professional.
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