[Your Name, Credentials]   

[Street Address, City, ST Zip Code]   [Telephone]   [Email address]
[date]
[person’s name]
[name of company]
[company address] 
[company address] 
	Re: [name of position/vacancy – including vacancy number if applicable]

Dear [person’s name],
[In this paragraph, provide background information about yourself and state why you are interested in the new position.  Example:  I am a third-year Family Medicine resident graduating this June from the University of Arkansas for Medical Sciences.  I plan to relocate to the Houston area and I am currently looking for an opportunity to practice in a clinic environment]. 
[bookmark: _GoBack]I have enclosed my CV for your consideration [Use this space to highlight your expertise and give the employer more information about how you match the job they’re advertising.  Example: I have consistently been a top performer throughout my medical training, graduating at the top of my class from medical school. I have held leadership positions in professional organizations such as the American Association of ………. and the Academy of ……….   I am a strong communicator and I have received praise from both patients and administrators on my approachable nature and genuine concern].  
I would enjoy having the opportunity to talk with you more about this position, and how I could use my skills to benefit your organization.
Thank you for considering my application. I look forward to hearing from you.

Sincerely,  
[your name, credentials]

           Enclosures [include CV]
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