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Drafting a Cover Letter
Directions: Fill in the topics below to prewrite a cover letter in left-aligned block format.
Your Name 
Your Address 
Your City, State, Zip Code 
Your Phone Number 
Your Email Address 

Date 

Employer/Hiring Person 
Title 
Company
Address 
City, State, Zip Code 

Dear Mr./Ms. Last Name: 

	First Paragraph: 

· attention-getter 

· mention position of interest 

· mutual contact at business (if helpful)
	

	Middle Paragraph(s):

· Connect company needs to your skills
	

	Final paragraph:

· Thank employer for consideration

· State follow-up contact when/how
	


Respectfully, 

Handwritten Signature (for a mailed letter) 

Typed Signature 
