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Dear Person you are writing to:  


INDENT FIVE SPACES.  In this paragraph you should state the purpose of your letter. Indicate what position you are applying for.  Give a summary of your qualifications (introducing 3-4 of your best qualifications), but save the details for later.  Finish the paragraph with a statement that shows you are qualified for the job, and explains why you want it.  Remember, throughout this letter you are writing in the first-person, as if you ARE this character. This paragraph should be about 3-5 sentences long.  12-point font, single-spaced.  Doublespace down to next paragraph.


INDENT FIVE SPACES.   Expand on one of the three qualifications you mentioned in paragraph one by giving details to provide evidence that you are qualified in that area and how that talent or skill will help you succeed in the position you are applying for. Include actual things you have DONE that will be helpful for you in the position you hope to acquire.  Use positive language to spin your experience in a way that makes you appear PERFECT for the job.  This paragraph should be at least 5 sentences long, but no more than 7 sentences total.  Descriptive, active language is key.  Doublespace down to next paragraph.


INDENT FIVE SPACES. Expand on the second of the three qualifications you mentioned in paragraph one by giving details to provide evidence that you are qualified in that area and how that talent or skill will help you succeed in the position you are applying for. Include actual things you have DONE that will be helpful for you in the position you hope to acquire.  Use positive language to spin your experience in a way that makes you appear PERFECT for the job.  This paragraph should be at least 5 sentences long, but no more than 7 sentences total.  Descriptive, active language is key.  Doublespace down to next paragraph.  


INDENT FIVE SPACES.  Expand on the third of the three qualifications you mentioned in paragraph one by giving details to provide evidence that you are qualified in that area and how that talent or skill will help you succeed in the position you are applying for. Include actual things you have DONE that will be helpful for you in the position you hope to acquire.  Use positive language to spin your experience in a way that makes you appear PERFECT for the job.  This paragraph should be at least 5 sentences long, but no more than 7 sentences total.  Descriptive, active language is key.  Doublespace down to next paragraph.


INDENT FIVE SPACES.  Use a transitional phrase that brings your reader back to the purpose of your letter.  Ask to be considered for the job, and remind your reader why you are the best person for the job.  Use the most positive and convincing language you can here. Indicate where/how the reader can contact you, if there are questions.  Thank your reader for considering you.  ALL of this should be in your own words.  Use the exemplar as a GUIDE only.  This paragraph should be 4-5 sentences.  Doublespace down to the sign-off.








INDENT 7 TIMES








Sincerely,








DOUBLESPACE FOUR TIMES
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