
COVER LETTER TEMPLATE* 

(*delete this header before saving your Cover Letter)  
Your Name (Please remember to complete this section before you save your document) 
Street Address  
  
February 19, 2016 (always write out the date)  
  
Ms. Jane Smith (If possible, identify the actual Hiring Manager; if you cannot, simply use “Hiring Manager”) 
Title  
Company Name  
Company Address City, ST  
  
Dear Ms. Smith:  
 


