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Structure of a Cover Letter 
 

Your Name 
Address 
City, State Zip 
Phone Number 
Email Address 
 
Date 
 
 
Employer’s Name 
Title 
Organization Name 
Address 
City, State Zip 
 
Dear Dr./Mr./Ms. ______________: 
 
Introductory Paragraph: State position for which you are applying, how you learned of the position, and 
why you decided to apply. 
 
Body: Give specific examples of your qualifications, making the connection between your abilities and 
the employer’s needs.  
 
Concluding Paragraph: Thank the employer for their time, reiterate your enthusiasm, and provide 
contact information for the employer to get in touch with you. 
 
 
Sincerely, 
 
Your Name 
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Sample Cover Letter 
 

Mary Jane Sanderson 
PO Box 859 
Socorro, NM 87801 
(575) 896‐5521 
msanderson@nmt.edu 
 
December 12, 2011 
 
Ms. Samantha Harris 
Technical Recruiter 
Stevens Memorial Institute 
598 Panorama Ct 
Santa Fe, NM 87501 
 
Dear Ms. Harris: 
 
My enthusiasm for the innovative cancer research being performed at Stevens Memorial Institute has led me to 
apply for the position of Biologist II. I will receive my Bachelor of Science degree in Biochemistry from New 
Mexico Institute of Mining and Technology (New Mexico Tech) in May 2012. I learned of this position from Mr. 
Rick Marks, Senior Biologist at Stevens. 
 
I believe my combination of real‐world experience and high‐caliber education makes me an excellent candidate 
for this position. During the summer of 2011, I participated in the Research Experience for Undergraduates 
program at the University of Washington. This experience allowed me to study the effects of several known 
carcinogens both in the laboratory and in  �� � � infor  




