
(Your Name) 
(Street Address) 
(City, State ZIP) 
(Date) 
 
 
 
(Receiver’s Name, Title) 
(Street Address) 
(City, State ZIP) 
 
Dear (Receiver’s Name): 
 
(Letter Beginning) 
 
(Letter Middle) 
 
(Letter Ending) 
 
Sincerely, 
 
 
 
 
(Your Name) 
(Your Title) 
 
Enclosure: Résumé 


