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	HOW TO USE THIS TEMPLATE
This letter is built specifically for remote and hybrid job applications.
The key difference from a standard letter: you must proactively address remote readiness.
Employers hiring remotely worry about communication, self-management, and home setup.
This letter addresses all three naturally — customize the bracketed sections with your details.



[Month Day, Year]
[Hiring Manager's Full Name]
[Their Job Title]
[Company Name]
[Remote — or company address if known]
Dear [Hiring Manager's Name],
I am excited to apply for the [Job Title] position at [Company Name]. As a remote professional with [X] years of experience in [your field], I have built my career working effectively in distributed team environments across multiple US time zones. My background in [key skill 1], [key skill 2], and [key skill 3] aligns closely with the requirements outlined in your job posting, and I am confident I can contribute meaningfully to your team from day one — without the ramp-up challenges that sometimes accompany remote hires.
[ Open by establishing your remote credibility immediately. Don't wait until paragraph three to mention it — remote employers screen for this from the first line. ]
In my previous role as [Job Title] at [Company Name], I [specific remote-relevant achievement]. Working entirely remotely, I [managed / coordinated / delivered / supported] [specific task] for a team of [X] across [X] time zones, achieving [measurable result]. I rely on tools including [list 2–3 tools you actually use — e.g. Slack, Asana, Zoom, Google Workspace, Notion] to maintain clear communication and ensure nothing falls through the cracks. I hold myself to the same standards of responsiveness, reliability, and output quality that I would in any onsite role.
[ Name real tools you use. Remote employers specifically look for this — it signals you already know how distributed teams work and won't need to be trained on remote basics. ]
I maintain a dedicated home office with a reliable high-speed internet connection, a professional video setup, and a distraction-free workspace suited to full-time remote work. I am available during [your available hours — e.g. standard Eastern / Central / Pacific business hours] and have no constraints that would affect my ability to be fully present and responsive throughout the workday. I am also comfortable with asynchronous workflows and experienced in documenting my work clearly so distributed teammates stay aligned.
[ This paragraph matters more than most candidates realize. It removes the biggest hesitation remote employers have — whether you are actually set up and available. Be specific and confident. ]
I am drawn to [Company Name] because [specific reason — their remote-first culture, their product, their mission, or something from their LinkedIn or website]. I believe my ability to operate independently while contributing actively to a collaborative remote team makes me a strong match for the way [Company Name] works. I would love the opportunity to discuss how I can support your team. I am available for a video call at your convenience and can be reached at [phone] or [email]. Thank you for your consideration.
[ Closing paragraph: reference their remote culture if they have one. Companies that are intentionally remote take that identity seriously — acknowledging it shows you did your homework. ]
Sincerely,
Your Full Name
[your phone number]
[your email address]
[linkedin.com/in/yourprofile]
[Portfolio or personal site — include if relevant to your role]

REMOTE APPLICATION CHECKLIST — COMPLETE BEFORE SENDING

☐  Replace [Job Title] and [Company Name] throughout the entire letter
☐  Paragraph 2 achievement is specific to remote or distributed team work
☐  Tools listed in paragraph 2 are ones you actually use — no bluffing
☐  Paragraph 3 confirms your home office setup, internet, and availability hours
☐  Time zone availability matches what the job posting requires
☐  Company-specific sentence in paragraph 4 references something real
☐  No bracketed placeholders remain anywhere in the letter
☐  Saved as PDF before attaching — always send cover letters as PDF not docx
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