FirstName LastName
Address * City, State  Zip Code
Phone number * email address
May 4, 2005

Frito-Lay, Inc. Address of place you are applying to
6439 Rosedale Hwy.

Bakersfield, CA  93308

ATTN:  Judy French, Human Resources Name of the person in charge of applications.

RE:
Quality Assurance Manager Position This is the name of the position mentioned in the ad you are applying for.
Dear Ms. French:

Start your letter with a grabber—a statement that establishes a connection with your reader, a probing question, or a quotable quote. Briefly say what job you are applying for, and maybe note why it interests you.

The mid-section of your letter should be one or two short paragraphs that make relevant points about your qualifications. You should not summarize your resume!  Highlight the specific ways you meet the qualifications listed in the job advertisement, and note something that would set you apart from the other applicants. 


Your last paragraph should initiate action by explaining what you will do next (e.g., call the employer), or you should instigate the reader to contact you to set up an interview. Close by saying “thank you” and noting that your resume is enclosed for review.

Sincerely yours, 

Firstname Lastname


Enc.

