
1032 West 8 Street
Erie, Pennsylvania 34567

January 15, 1999
(555) 434-7890

Mrs. Alfreda Minton 
Manager of Sales Division 
Speedo Sump Pumps 
233 Grant Road 
Ellington, Connecticut 06044

Dear Mrs. Minton:
I just read your classified ad in National Sales Opportunities about a position in sales 
management at Speedo Sump Pumps.  I would very much like to apply for that 
position as I feel I am well qualified to lead Speedo Sump Pump’s sales force into the 
next millenium.

I have read a great deal about the growth of Speedo Sump Pumps in Small Business 
Quarterly, and I am very excited about the possibility of working for one of the most 
dynamic companies in New England. I know a great deal about sump pumps, having 
studied them extensively in college. I would also like very much to return to New 
England, where my family has its roots and where I still have many relatives. My 
resume is enclosed.

I will be in the Ellington area next week, and I’m hoping I could stop in to meet you and 
arrange an interview. I would be available that entire week. I shall give you a call at the 
beginning of the week.

Sincerely,

Charles Dogsbreath 

Charles Dogsbreath

Enclosure

Important Note
 Explain why you are qualified to work for the employer and why you are interested in working in that particular organization, type of work, or location. Stress any related experience or training you have had. Refer to your enclosed resume. 

If possible, give some hint that you know something about this particular company and this particular kind of position.




Important Note
Request an interview. Indicate a time when you will be available. Mention that you will call to arrange for a meeting.

Important Note
Use the complete address in the heading and -- if at all possible -- use a real person's real name!

Important Note
Don't forget to include your complete address.  If you need to, include a day and evening phone number -- although it might not be a good idea to include the phone number of a place where you are currently working.

 If you have an answering machine at home, prepare a serious answering message that won't put off a potential employer.

Important Note
Use the same block format that you use for all business correspondence. Don't get too fancy with a cover letter: that can be a bit of an affectation and actually turn off your potential employer. But, above all, be neat and check your cover letter carefully for misspellings!

Important Note
Advise your potential employer of where you found out about the position and tell them that you are eager to explore the possibilities of working for them. Be earnest here -- never showy or flip or overly clever.


