CAREER ACTION 7-3
Cover Letter Outline and Draft
Part A: Cover Letter Outline

Directions: Outline your basic cover letter (keeping in mind it should be tailored to fit each employer’s needs). Don’t try to write a perfect letter at this point; just work on getting the essence of your message on paper. You will refine it later. Review the sample cover letters in Figures 7-8, 7-9, and 7-10 on pages 176-178 for guidance.

	Your Personal Letterhead:

(Include name, address, phone number, and e-mail.)
	

	Date:
	

	Name, Title, Organization, and Address of Recipient:
	

	Salutation:
	Dear
	

	Paragraph 1, Opening: (Include the name of a referral if you have one; 
state your position objective.)
	

	Paragraph 2, Your Sales Pitch:
(Tailor it to the opening. Where appropriate, use bullets or side-by-side columns to highlight strong job-relevant qualifications.)
	

	Paragraph 3, Closing:
(State that your resume is enclosed and request a meeting or an interview. Include your telephone number or refer to the contact information in your letterhead. Thank the reader.)
	

	Complimentary Close:
	Sincerely,

	
	(Key your name here.)


Part B: Cover Letter Draft

Directions: Using your cover letter outline and related job target research information, compose a cover letter draft. Make it concise, tailored to the employer’s needs, and courteous. Most importantly, make sure it demonstrates how you can benefit the employer. File your draft in your Career Management Files Binder.
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