Personal Name

Street

City, Prov.

Postal Code

Date

Contact Name

Position at Company

Company Name

Street

City, Prov.

Postal Code

Salutation,

“Capture statement” designed to get the readers attention, so it doesn’t go in the recycle bin.  Plus any statements to make them aware of your interest in their company

2-4 Paragraphs about skills and abilities that the interviewer may consider relevant, that make the applicant stand above the rest.

A conclusive statement or two

Name and Signature.

