FIRST LAST 

Address (optional), City, ST Zip Code | 111-222-3333 | emailaddress@chapman.edu

Date

Recipient

Recipient’s Address

Dear Recipient Name:

Paragraph 1: Why are you writing?
Paragraph 2-3: Why are you interested in this organization, and this role/opportunity?  Provide 3-4 examples/stories that demonstrate you are the best candidate for the position.
Paragraph 4: Closing and next steps.  What would you like them to do next?


Sincerely, 

Your Name

