Letter Samples

These sixteen letters will guide you in your letter preparation for just about every situation.  You should use the business letter format provided.  "Letters" and "Introduction Letters" are sent without a resume.  "Cover Letters" are always used with a resume.  Letter A-F refers to the follow up letter to Letter A.

Name			Description

1. Letter A			Introduction Letter in Response to Ads

2. Letter A-F		Follow-up Cover Letter in Response to Ads

3. Letter B		Cover Letter in Response to Blind Ads

4. Letter B-F		Follow-up Cover Letter in Response to Blind Ads

5. Letter C		Cover Letter to Recruiters

6. Letter D		Cover Letter to References

7. Letter E			Cover Letter to Friends and Acquaintances

8. Letter F		Cover Letter to Influential Persons and Referrals

9. Letter G		Introduction Letter for Imminent Opportunities

10. Letter G-F		Follow-up Cover Letter for Imminent Opportunities

11. Letter H		Introduction Letter to Primary Employers

12. Letter H-F		Follow-up Cover Letter to Primary Employers

13. Letter I		Cover Letter to Secondary Employers

14. Letter I-F		Follow-up Cover Letter to Secondary Employers

15. Letter J		Consultant's Introduction Letter

16. Letter K		Follow-up Thank You Letter after a Meeting

Letter A - Introduction Letter in Response to Ads
[image: ]
First, MI, Last Name
Street/Mailing Address
City, ST  Zip
Mobile Phone Number
Email

						Date

(First, MI, and Last Name of Executive), (Title)
(Name of Organization)
(Street/Mailing Address)
(City, ST  Zip Code)

Dear (Mr./Ms. Last Name):

(1) has been of interest to me for some time now.  As a matter of fact, I have a strong interest in working with you.  Perhaps you can now understand why I am enthusiastic about finding your ad in the (2) issue of the (3) for the position of (4).

Your requirements (5) very closely match my qualifications.  I am confident that my experience (6) would allow me to make an immediate and significant contribution (7).  Some of my relevant accomplishments:

	• Developed .... (PARs from resume)
	• Increased ....
	• Doubled ....
	• Turned around ....

Since I have such a strong interest in working with you, I would like to explain why, and show you what I can do for you.  I will call you in a few days to schedule a 20–30-minute appointment.  I look forward to speaking with you soon.

						Sincerely,



						Your First, MI, and Last Name

(1) (Name of organization, e.g., XYZ Corporation)
(2) (Date of issue, e.g., August 5, 1994)
(3) (Name of publication, e.g., Salt Lake Tribune)
(4) (Position title, e.g., Marketing Director)
(5) (Specific requirements matching your qualifications, e.g., of 10-15 years of experience plus MBA)
(6) (Relevant experience, e.g., in directing marketing efforts for fifteen years)
(7) (Specific impact, e.g., to increase your market share and penetration)

Letter A-F - Follow-up Cover Letter in Response to Ads

[image: ]First, MI, Last Name
Street/Mailing Address
City, ST  Zip
Mobile Phone Number
Email

						Date

(First, MI, and Last Name of Executive), (Title)
(Name of Organization)
(Street/Mailing Address)
(City, ST  Zip Code)

Dear (Mr./Ms. Last Name):

Perseverance and persistence are important components of the work ethic.  With me it's intuitive...I just hate to give up!  And this is why I am writing you a second time.

I wrote you initially a couple of weeks ago to let you know that (1) has been of interest to me for some time.  As a matter of fact, I have a strong interest in working with you.  Perhaps you can now understand why I am enthusiastic about finding your ad in the (2) issue of the (3) for the position of (4).

Your requirements (5) very closely match my qualifications.  I am confident that my experience (6) would allow me to make an immediate and significant contribution (7).  

It was my expectation that I could have at least spoken with you by now.  Perhaps a number of considerations have prevented this from happening.  Regardless of the circumstances, I still have a strong interest in working with you.  I would like to meet you for 20-30 minutes to explain why, and show you what I can do for you.

I look forward to hearing from you at your earliest convenience.  If we are unable to meet, an acknowledgment that you received my letter and resume would be appreciated.  

						Sincerely,

						Your First, MI, and Last Name

Enclosure/Resume
(1) (Name of organization, e.g., XYZ Corporation)
(2) (Date of issue, e.g., August 5, 1994)
(3) (Name of publication, e.g., Salt Lake Tribune)
(4) (Position title, e.g., Marketing Director)
(5) (Specific requirements matching your qualifications, e.g., of 10-15 years of experience plus MBA)
(6) (Relevant experience, e.g., in directing marketing efforts for fifteen years)
(7) (Specific impact, e.g., to increase your market share and penetration)

Letter B - Cover Letter in Response to Blind Ads 

[image: ]First, MI, Last Name
Street/Mailing Address
City, ST  Zip
Mobile Phone Number
Email

						Date


(First, MI, and Last Name of Executive), (Title) OR (reference given in the ad)
(Mailing Address/PO Box)
(City, ST  Zip Code)

(Dear Mr./Ms. Last Name OR Sir/Madam): OR (To whom it may concern):

Your ad in the (1) issue of the (2) for the position of (3) certainly caught my attention!  Based on the opportunity description and qualifications, I have a strong interest in working with you.  Perhaps you can now understand why I am enthusiastic about meeting you.

Your requirements (4) very closely match my qualifications.  I am confident that my experience (5) would allow me to make an immediate and significant contribution (6).  My enclosed resume briefly describes some of my relevant accomplishments.

Since I have such a strong interest in working with you, I would like to meet with you for 20-30 minutes to explain why, and show you what I can do for you.

I look forward to hearing from you at your earliest convenience.  If we are unable to meet, a mere acknowledgment that you received my letter and resume would be appreciated.  

						Sincerely,



						Your First, MI, and Last Name

Enclosure/Resume

(1) (Date of issue, e.g., August 5, 1994)
(2) (Name of publication, e.g., Salt Lake Tribune)
(3) (Position title, e.g., Marketing Director)
(4) (Specific requirements matching your qualifications, e.g., of 10-15 years of experience plus MBA)
(5) (Relevant experience, e.g., in directing marketing efforts for fifteen years)
(6) (Specific impact, e.g., to increase your market share and penetration)


Letter B-F - Follow-up Cover Letter in Response to Blind Ads

[image: ]First, MI, Last Name
Street/Mailing Address
City, ST  Zip
Mobile Phone Number
Email

						Date

(First, MI, and Last Name of Executive), (Title) OR (reference given in the ad)
(Mailing Address/PO Box)
(City, ST  Zip Code)

(Dear Mr./Ms. Last Name OR Sir/Madam): OR (To whom it may concern):

Perseverance and persistence are important components of the work ethic.  With me it's intuitive...I just hate to give up!  And this is why I am writing you a second time.

I wrote you initially a couple of weeks ago to let you know that your ad in the (1) issue of the (2) for the position of (3) certainly caught my attention!  Based on the description and qualifications, I have a strong interest in working with you.  Perhaps you can now understand why I am enthusiastic about meeting you.

Your requirements (4) very closely match my qualifications.  I am confident that my experience (5) would allow me to make an immediate and significant contribution (6).  

It was my expectation that I could have at least spoken with you by now.  Perhaps a number of considerations have prevented this from happening.  Regardless of the circumstances, I still have a strong interest in working with you.  I would like to meet you for 20-30 minutes to explain why, and show you what I can do for you.

I look forward to hearing from you at your earliest convenience.  If we are unable to meet, an acknowledgment that you received my letter and resume would be appreciated.  

						Sincerely,


						Your First, MI, and Last Name

Enclosure/Resume

(1) (Date of issue, e.g., August 5, 1994)
(2) (Name of publication, e.g., Salt Lake Tribune)
(3) (Position title, e.g., Marketing Director)
(4) (Specific requirements matching your qualifications, e.g., of 10-15 years of experience plus MBA)
(5) (Relevant experience, e.g., in directing marketing efforts for fifteen years)
(6) (Specific impact, e.g., to increase your market share and penetration)

Letter C - Cover Letter to Recruiters

[image: ]First, MI, Last Name
Street/Mailing Address
City, ST  Zip
Mobile Phone Number
Email

						Date




(First, MI, and Last Name of Individual), (Title)
(Name of Organization)
(Street/Mailing Address)
(City, ST  Zip Code)

Dear (Mr./Ms. Last Name):

It was suggested that I send you a copy of my resume.  My geographic preference is (your most narrow preference, e.g., Salt Lake City OR the Greater Salt Lake City metropolitan area), but I am willing to consider other options, including (your broadest preference, e.g., Utah OR the Rocky Mountain States OR anywhere in the West).  My financial needs are in the (give a range, e.g., $40K+ OR $50's OR $40 to 60K range).

If you feel that my qualifications currently match the needs of any of your clients, I look forward to hearing from you within the next two weeks.  If not, please keep my resume for future possibilities.

						Sincerely,



						Your First, MI, and Last Name

Enclosure/Resume


Letter D - Cover Letter to References

[image: ]First, MI, Last Name
Street/Mailing Address
City, ST  Zip
Mobile Phone Number
Email

						Date



(First, MI, and Last Name of Individual), (Title)
(Name of Organization)
(Street/Mailing Address)
(City, ST  Zip Code)

Dear (First Name OR Mr./Ms. Last Name):

Thank you for agreeing to be a reference during my job search.  References are usually not called upon until the negotiation stage, but at that point, an enthusiastic endorsement can make all the difference.  If you are contacted by a potential employer, I would appreciate hearing from you.  This would help me in the final stages of negotiation.

So that you will know what I am saying about myself, I have enclosed a copy of my resume.  I hope you agree that it helps to put my best foot forward, and any suggestions would be most helpful.  

I have contacted a number of (specific industries or fields, e.g., healthcare OR software) organizations, the names of which have surfaced as the result of research and referral.  However, despite this effort, there are obviously opportunities about which I might not be aware.  And this is where you could be of additional help.

You may know of individuals (specific industries or fields, e.g., in healthcare OR software), or (specific industries or fields, e.g., healthcare OR software) organizations, that just might have a need for someone with my ability (specific impact, e.g., to increase market share and penetration).  If so, I'd appreciate you letting me know of any thoughts as to organizations I should contact, or even better, people I should see.  I will call you in a few days to discuss any possibilities that come to mind.  You can be sure that I will acknowledge any suggestions you send my way.  Thanks again for your help.

						Sincerely,



						Your First, MI, and Last Name

Enclosure/Resume


Letter E - Cover Letter to Friends and Acquaintances

[image: ]First, MI, Last Name
Street/Mailing Address
City, ST  Zip
Mobile Phone Number
Email

						Date


(First, MI, and Last Name of Individual), (Title)
(Name of Organization)
(Street/Mailing Address)
(City, ST  Zip Code)

Dear (First Name OR Mr./Ms. Last Name):

You know as well as I do, that perseverance and persistence are important components of a job search.  But they alone are not enough to be successful in a tough job market, and I can use all the help I can get.  So that you will know what I am saying about myself, I have enclosed a copy of my resume.  I hope you agree that it helps to put my best foot forward, and any suggestions would be most helpful.  

I have contacted a number of (specific industries or fields, e.g., healthcare OR software) organizations, the names of which have surfaced as the result of research and referral.  However, despite this effort, there are obviously opportunities about which I might not be aware.  And this is where you could be of real help.

You may know of individuals (specific industries or fields, e.g., in healthcare OR software), or (specific industries or fields, e.g., healthcare OR software) organizations, that just might have a need for someone with my ability (specific impact, e.g., to increase market share and penetration).  If so, I'd appreciate you letting me know of any thoughts as to organizations I should contact, or even better, people I should see.  I will call you in a few days to discuss any possibilities that come to mind.  You can be sure that I will acknowledge any suggestions you send my way.  Thanks again for your help.


						Sincerely,



						Your First, MI, and Last Name

Enclosure/Resume


Letter F - Cover Letter to Influential Persons and Referrals

[image: ]First, MI, Last Name
Street/Mailing Address
City, ST  Zip
Mobile Phone Number
Email

						Date





(First, MI, and Last Name of Individual), (Title)
(Name of Organization)
(Street/Mailing Address)
(City, ST  Zip Code)

Dear (Mr./Ms. Last Name):

(John Doe of XYZ Organization referred me to you).  As an influential person in a leadership position, would you perhaps know of individuals (specific industries or fields, e.g., in healthcare OR software), or (specific industries or fields, e.g., healthcare OR software) organizations, that just might have a need for someone with my ability (specific impact, e.g., to increase market share and penetration)?

If so, you just may be able to favor us both by sharing any thoughts as to organizations I should contact, or even better, people I should see.  My resume briefly describes some of my relevant accomplishments.  

I will call you in a few days to discuss any possibilities that come to mind.  You can be sure that I will acknowledge any suggestions you send my way.  Thanks again for your help.

						Sincerely,



						Your First, MI, and Last Name

Enclosure/Resume


Letter G - Introduction Letter for Imminent Opportunities

[image: ]First, MI, Last Name
Street/Mailing Address
City, ST  Zip
Mobile Phone Number
Email

						Date

(First, MI, and Last Name of Executive), (Title)
(Name of Organization)
(Street/Mailing Address)
(City, ST  Zip Code)

Dear (Mr./Ms. Last Name):

(1) has been of interest to me for some time now.  As a matter of fact, I have a strong interest in working with you.  Perhaps you can now understand why I am enthusiastic about finding your article in the (2) issue of the (3) regarding your (4).  (This opening has to be specific to get attention and interest.)  

(5)  I am confident that my experience (6) would allow me to make an immediate and significant contribution (7).  Some of my relevant accomplishments:

	* Developed .... (PARs from resume)
	* Increased ....
	* Doubled ....
	* Turned around ....

Since I have such a strong interest in working with you, I would like to explain why, and show you what I can do for you.  I will call you in a few days to schedule a 20–30-minute appointment.  I look forward to speaking with you soon.
	
						Sincerely,


						Your First, MI, and Last Name

(1) (Name of organization, e.g., XYZ Corporation)
(2) (Date of issue, e.g., August 5, 1994)
(3) (Name of publication, e.g., Salt Lake Tribune)
(4) (Describe change, e.g., recent expansion)
(5) (Relate your skills to their needs as revealed in the article, e.g., Expanding into new territories with new products is a challenging marketing opportunity.)
(6) (Relevant experience, e.g., in directing marketing efforts for fifteen years)
(7) (Specific impact, e.g., to increase your market share and penetration)

Letter G-F - Follow-up Cover Letter for Imminent Opportunities

[image: ]First, MI, Last Name
Street/Mailing Address
City, ST  Zip
Mobile Phone Number
Email

						Date

(First, MI, and Last Name of Executive), (Title)
(Name of Organization)
(Street/Mailing Address)
(City, ST  Zip Code)

Dear (Mr./Ms. Last Name):

Perseverance and persistence are important components of the work ethic.  With me it's intuitive...I just hate to give up!  And this is why I am writing you a second time.

I wrote you initially a couple of weeks ago to let you know that (1) has been of interest to me for some time.  As a matter of fact, I have a strong interest in working with you.  Perhaps you can now understand why I am enthusiastic about finding your article in the (2) issue of the (3) regarding your (4).

(5)  I am confident that my experience (6) would allow me to make an immediate and significant contribution (7).  My resume briefly describes some of my relevant accomplishments.

It was my expectation that I could have at least spoken with you by now.  Perhaps a number of considerations have prevented this from happening.  Regardless of the circumstances, I still have a strong interest in working with you.  I would like to meet you for 20-30 minutes to explain why, and show you what I can do for you.

I look forward to hearing from you at your earliest convenience.  If we are unable to meet, an acknowledgment that you received my letter and resume would be appreciated.  

						Sincerely,

						Your First, MI, and Last Name

Enclosure/Resume
(1) (Name of organization, e.g., XYZ Corporation)
(2) (Date of issue, e.g., August 5, 1994)
(3) (Name of publication, e.g., Salt Lake Tribune)
(4) (Describe change, e.g., recent expansion)
(5) (Relate skills to needs, e.g., Expanding into new territories with new products is marketing opportunity.)
(6) (Relevant experience, e.g., in directing marketing efforts for fifteen years)
(7) (Specific impact, e.g., to increase your market share and penetration)

Letter H - Introduction Letter to Primary Employers

[image: ]First, MI, Last Name
Street/Mailing Address
City, ST  Zip
Mobile Phone Number
Email

						Date



(First, MI, and Last Name of Executive), (Title)
(Name of Organization)
(Street/Mailing Address)
(City, ST  Zip Code)

Dear (Mr./Ms. Last Name):

(1) has been of interest to me for some time now.  As a matter of fact, I have a strong interest in working with you.  Perhaps you can now understand why I am enthusiastic about meeting you.

I am confident that my experience (2) would allow me to make an immediate and significant contribution (3).  Some of my relevant accomplishments:

· Developed .... (PARs from resume)
· Increased ....
· Doubled ....
· Turned around ....

Since I have such a strong interest in working with you, I would like to explain why, and show you what I can do for you.  I will call you in a few days to schedule a 20–30-minute appointment.  I look forward to speaking with you soon.
	
						Sincerely,



						Your First, MI, and Last Name

(1) (Name of organization, e.g., XYZ Corporation)
(2) (Relevant experience, e.g., in directing marketing efforts for fifteen years)
(3) (Specific impact, e.g., to increase your market share and penetration)


Letter H-F - Follow-up Cover Letter to Primary Employers

[image: ]First, MI, Last Name
Street/Mailing Address
City, ST  Zip
Mobile Phone Number
Email

						Date


(First, MI, and Last Name of Executive), (Title)
(Name of Organization)
(Street/Mailing Address)
(City, ST  Zip Code)

Dear (Mr./Ms. Last Name):

Perseverance and persistence are important components of the work ethic.  With me it's intuitive...I just hate to give up!  And this is why I am writing you a second time.

I wrote you initially a couple of weeks ago to let you know that (1) has been of interest to me for some time.  As a matter of fact, I have a strong interest in working with you.  Perhaps you can now understand why I am enthusiastic about meeting you.

I am confident that my experience (2) would allow me to make an immediate and significant contribution (3).  My resume briefly describes some of my relevant accomplishments.

It was my expectation that I could have at least spoken with you by now.  Perhaps a number of considerations have prevented this from happening.  Regardless of the circumstances, I still have a strong interest in working with you.  I would like to meet with you for 20-30 minutes to explain why, and show you what I can do for you.

I look forward to hearing from you at your earliest convenience.  If we are unable to meet, an acknowledgment that you received my letter and resume would be appreciated.  

						Sincerely,


						Your First, MI, and Last Name

Enclosure/Resume

(1) (Name of organization, e.g., XYZ Corporation)
(2) (Relevant experience, e.g., in directing marketing efforts for fifteen years)
(3) (Specific impact, e.g., to increase your market share and penetration)

Letter I - Cover Letter to Secondary Employers

[image: ]First, MI, Last Name
Street/Mailing Address
City, ST  Zip
Mobile Phone Number
Email

						Date



(First, MI, and Last Name of Executive), (Title)
(Name of Organization)
(Street/Mailing Address)
(City, ST  Zip Code)

Dear (Mr./Ms. Last Name):

(1) has been of interest to me for some time now.  As a matter of fact, I have a strong interest in working with you.  Perhaps you can now understand why I am enthusiastic about meeting you.

I am confident that my experience (2) would allow me to make an immediate and significant contribution (3).  My resume briefly describes some of my relevant accomplishments.

Since I have such a strong interest in working with you, I would like to meet with you for 20-30 minutes to explain why, and show you what I can do for you.
  
I look forward to hearing from you at your earliest convenience.  If we are unable to meet, a mere acknowledgment that you received my letter and resume would be appreciated.  

						Sincerely,



						Your First, MI, and Last Name

Enclosure/Resume

(1) (Name of organization, e.g., XYZ Corporation)
(2) (Relevant experience, e.g., in directing marketing efforts for fifteen years)
(3) (Specific impact, e.g., to increase your market share and penetration)


Letter I-F - Follow-up Cover Letter to Secondary Employers

[image: ]First, MI, Last Name
Street/Mailing Address
City, ST  Zip
Mobile Phone Number
Email

						Date


(First, MI, and Last Name of Executive), (Title)
(Name of Organization)
(Street/Mailing Address)
(City, ST  Zip Code)

Dear (Mr./Ms. Last Name):

Perseverance and persistence are important components of the work ethic.  With me it's intuitive...I just hate to give up!  And this is why I am writing you a second time.

I wrote you initially a couple of weeks ago to let you know that (1) has been of interest to me for some time.  As a matter of fact, I have a strong interest in working with you.  Perhaps you can now understand why I am enthusiastic about meeting you.

I am confident that my experience (2) would allow me to make an immediate and significant contribution (3).  I have enclosed another copy of my resume which briefly describes some of my relevant accomplishments.

It was my expectation that I could have at least spoken with you by now.  Perhaps a number of considerations have prevented this from happening.  Regardless of the circumstances, I still have a strong interest in working with you.  I would like to meet with you for 20-30 minutes to explain why, and show you what I can do for you.
  
I look forward to hearing from you at your earliest convenience.  If we are unable to meet, an acknowledgment that you received my letter and resume would be appreciated.  

						Sincerely,


						Your First, MI, and Last Name

Enclosure/Resume

(1) (Name of organization, e.g., XYZ Corporation)
(2) (Relevant experience, e.g., in directing marketing efforts for fifteen years)
(3) (Specific impact, e.g., to increase your market share and penetration)

Letter J - Consultant's Introduction Letter

[image: ]First, MI, Last Name
Street/Mailing Address
City, ST  Zip
Mobile Phone Number
Email

						Date

(First, MI, and Last Name of Executive), (Title)
(Name of Organization)
(Street/Mailing Address)
(City, ST  Zip Code)

Dear (Mr./Ms. Last Name):

By now, you must be familiar with the (XYZ … former employer) success story.  Allow me to introduce myself.  My name is (Your Name).  I have been the one responsible for the successful increase of customer satisfaction at (XYZ), to the extent that we set a new standard of excellence in customer satisfaction.  I have been consistently successful at increasing customer satisfaction with corresponding increased revenues and profits within one year.

Your organization has come to our attention as an industry leader with significant growth potential.  We have been observing with great interest your operations and facilities for some time now.  And, I have a feeling that you will be very interested in our observations.

As a business development firm, we have built successful organizations, and we know what it takes.  Unless I miss my guess, you probably have concerns in a number of areas.  Which of the following would be your most pressing concern?

	•  Increasing customer satisfaction?		•  Increasing cash flow?
	•  Increasing profitability?			•  Increasing revenues?
	•  Increasing market share and penetration?	•  Increasing productivity?
	•  Reducing or controlling costs?		•  By how much?

In these and in several additional areas we have already proven that we can generate results.  Satisfaction and results guaranteed.  Due to our win-win ethic, we work on a one-third retainer, two-thirds incentive.

I will call you in a few days to explore your most pressing concerns.  A short conversation will no doubt tell us whether we would have a basis for a personal meeting.  I look forward to speaking with you soon.

							Sincerely,


							Your First, MI, and Last Name

Letter K - Follow-up Thank You Letter after a Meeting

[image: ]First, MI, Last Name
Street/Mailing Address
City, ST  Zip
Mobile Phone Number
Email

						Date


(First, MI, and Last Name of Executive), (Title)
(Name of Organization)
(Street/Mailing Address)
(City, ST  Zip Code)

Dear (Mr./Ms. Last Name):

Thank you for a productive and insightful discussion (1).  I am now even more convinced that your (organization's) sound reputation is well deserved.  I understand your situation and concerns about (2), and want very much to be a part of the (3) success story.  The opportunity of (4) for you is very exciting to me.  This is just the kind of opportunity I am looking for.

To re-emphasize some of my strong points we discussed during the meeting, I ... (emphasize your relevant experience and list two or three of your demonstrated skills which would be of benefit and particular interest to the recipient of this letter.  Be brief, specific and to the point.)

I can do the job.  My confidence in my ability to meet your expectations is a (nine).  And, it is exactly what I want to do...a perfect fit.  My enthusiasm is a (nine).  What else would it take to convince you to hire me?
 
I look forward to...(hearing from you on Friday/continued communication with you, or state what is appropriate to your understanding with the individual).  

							Sincerely,

							Your First, MI, and Last Name

(1) (Date of meeting, e.g., yesterday/last Wednesday/August 5th)
(2) (Specific concerns, e.g., growth/cash flow/profits/increasing market share/turnover)
(3) (Name of organization, e.g., XYZ Corporation)
(4) (Describe specific opportunity, e.g., directing marketing efforts and increasing market share and
   penetration)

(Note – The purpose of this letter is to win the confidence and enthusiasm of the decision maker.  It should emphasize the strengths and minimize the deficiencies that surfaced during the meeting.  Focus on your solution to their problem.)
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