
What is a cover letter:  A cover letter is a letter which is sent with an 
application for a school or for a job.  It tells who you are and what position 
you want. 
 
The format of a cover letter:   
A cover letter is written in Times New Roman, size 12 font.  It is written in 
“block style”.  This means all sections of the letter are aligned with the 
left margin.  The letter is single-spaced.  There is a space between 
paragraphs to mark the shift to a new paragraph. 
 
The contents of a cover letter are: 
 
Your  Complete  Address:  This is the writer’s complete address consisting 
of their number and street, city, state, zip code.   Unlike the return address 
on an envelope, the complete address also includes the writer’s phone 
number and email address.  This is so the business can get in touch with 
you.  After the inside address, skip 4 spaces and type the date.   
 
Date:  The date includes the month, day, and year.  The month is spelled 
out.  Skip 4 spaces, and type the recipient’s address. 
 
Recipient’s address:  This is the address of the person to whom you are 
writing.  It consists of the Title (Mr., Mrs., Ms.) and first and last name of the 
recipient, Title of Position (Director of Sales), Title of the Company, 
Number and street address, city, state and zip code of the recipient. Skip 
one space and type the greeting. 
 
Salutation or greeting:  Greet the recipient by his/her last name as in-  

Dear Mrs. Smith:   
In a business letter, use a colon (:) instead of a comma (,) following the 
greeting. Skip one space and type the first paragraph. 
 
Body paragraph 1:  This paragraph consists of a sentence explaining the 
purpose of your letter.  You should also identify yourself and state your 
interest in the job.  Indicate that you have enclosed application materials. 
Skip one space and type the second paragraph. 
 
Body paragraph 2:  This paragraph explains why you feel qualified for the 
job.  It includes a statement indicating that you are qualified for the job.  
Offer examples proving that you are qualified.  Be careful not to state why 



you think the job would be good for you.  Instead, state why you would be 
good for the job. 
 
Closing:  An appropriate closing includes the words Sincerely, or Yours 
truly followed by a comma. 
 
Signature:  Leave 4-5 spaces to hand-write your signature.  Type your first 
and last name below your signature.



 
35 Pioneer Drive 

New Providence, NJ  07974 

908-464-4700 

jbeltz@npsd.us 

 

 

 

January 15, 2012 

 

 

 

Dr. Peter Brody 

Director 

Murray Hill Veterinary Associates 

179 South Street 

New Providence, NJ  07974 

 

Dear Dr. Brody: 

 

I’m writing to apply for the position of veterinary assistant.  I’m currently a junior at New 

Providence High School and would be interested in working part-time after school and on 

weekends.  Attached please find my resume for your consideration. 

 

I believe I am qualified for this position for many reasons.  First, I own and care for 3 dogs and 2 

cats.  Second, I have experience answering the phone to schedule appointments.  Finally, I am a 

friendly and outgoing person who is comfortable with both pets and people.  I look forward to 

hearing from you regarding an interview. 

 

Sincerely, 

 

Jessica Beltz 
 

Jessica Beltz 

 

 

 

 

mailto:jbeltz@npsd.us


Part 1: Your  complete address:  Your complete address is the first set of 

information you include in a cover letter.  It goes right at the top of the page.  Each 

part of your address is listed on a separate line. It includes: 

 number and street where you live 

  city, state and zip code of  your town 

  phone number  

 email address 

 

The purpose of the complete address is to provide your contact information so that 

people can get in touch with you.  For this reason, it must be truthful and accurate. 

 

Note:  One piece of information that is not included in your complete address is 

your name.  That is placed at the bottom of a cover letter. 

 

Your complete address should look like this: 

 

Number Street   000 Name Street 

City, State   Zip Code  City, AB  123456 

Phone Number   000-000-0000 

E-mail    name@123.com 

 

Practice writing your complete address: 

____________________________ 

____________________________ 

____________________________ 

____________________________ 

____________________________ 

 

 

 

 

On a separate sheet of paper, practice typing your complete address.   

 

 

 

 

 

 

Use a comma between the city and state.  
Abbreviate the state with 2 capital letters.  
Do not put a comma between the state 
and zip.  Leave 2 spaces between state and 
zip 



Part 2  Today’s Date:  The 2nd section of the cover letter is the date you wrote the 

letter.  It contains the month (spelled out), day, and year you wrote the letter.  The 

date is contained on one line.  After you type the date you skip 4 spaces for the 

next part of your letter. 

 

The date should look like this: 

 

Month 00, 2012      January 15, 2012 

 

Practice writing today’s date 3 times: 

 

 

____________________________ 

 

 

 

____________________________ 

 

 

 

____________________________ 

 

 

On a separate piece of paper, practice typing the date.  After you type the date, 

skip 4 spaces. Your paper should look like this: 

 

January 15, 2012 

 

 

 

January 15, 2012 

 

 

 

January 15, 2012 

A comma separates 
the date and year 



Part 3:  Recipient’s address:  The third section of a cover letter is the recipient’s 

address.  The recipient is the person who will receive your letter.  It includes the 

following information: 

 Title(Mr./Mrs./Dr.) and name (first and last name) of the person you are 

writing 

 Title of Position (this is their job in the company) 

 Name of the Company 

 Number and street address 

 City, State (AB) zip code 

  

To write an address on a cover letter or on an envelope you type the name of the 

recipient, the title of the person, title of organization, number and street, city, state 

and zip on separate lines as follows: 

 

Mr./Mrs./Dr. Firstname Lastname  Mrs. Diana Charros-Reilly 

Title of Person     Camp Director 

Title of Organization    New Jersey Youth Symphony 

000 Street      570 Central Avenue. 

City, State (abbreviate)  Zip   New Providence, NJ  07974 

 

 

Rewrite the following addresses as if you were typing the recipient’s address on a 

cover letter: 

 

Write address for:  Dr. Peter Brody, Director, Murray Hill Veterinary Associates, 

179 South Street, New Providence, NJ  07974. 

___________________________________ 

___________________________________ 

___________________________________ 

___________________________________ 

___________________________________ 

 

Write address for: Mrs. Diana Charros-Reilly, Camp Director, New Jersey Youth 

Symphony, 570 Central Avenue, New Providence, NJ  07974. 

___________________________________ 

___________________________________ 

___________________________________ 

___________________________________ 

___________________________________ 



Write an address for:  Mrs. Lauren Zirpoli, Principal, New Providence High 

School, 35 Pioneer Drive, New Providence, NJ  07974. 

___________________________________ 

___________________________________ 

___________________________________ 

___________________________________ 

___________________________________ 

 

Now, practice typing these same addresses.  Type each recipient’s address.  Skip 1 

line after you finish writing each address. 

 

 

Part 4 The Greeting:  The 4
th
 section of a cover letter is the greeting.  It is only 

one line.  It consists of the a greeting (Dear) followed by the title (Mr./Mrs./Dr.) 

and last name of the person to whom you are writing.  In a business letter you 

always follow the greeting with a colon (:) instead of a comma. 

 

The greeting should look like this: 

 

Dear Dr. Brody: 

 

After you write the greeting you skip 1 line to begin typing the first body 

paragraph of your letter. 

 

Practice writing the greeting by writing to the following people: 

 

Dr. Brody 

 

__________________________________________ 

 

Mrs. Charros-Reilly 

 

__________________________________________ 

 

Mr. Casarico 

 

__________________________________________ 

 



Part 5: Body Paragraphs:  The 5th section of the cover letter is the body 

paragraphs.  A cover letter contains 2 body paragraphs.  The 1
st
 body paragraph 

states the purpose of your letter.  The 2
nd

 body paragraph states your qualifications 

for the job. In a business letter, body paragraphs are typed, single-spaced and they 

are not indented.  A space between paragraphs indicates the beginning of the next 

paragraph.  Do not use slang or contractions such as “I’m” or “don’t”. 

 

Practice writing body paragraphs:  Imagine you are applying for a job at a summer 

camp, or for entrance to a training program.  

 

Your  1
st
 paragraph should include a topic sentence that states the purpose of your 

letter.  Add a sentence identifying who you are and why you are interested in this 

particular job or training program.  Your third sentence should indicate that you 

have included application materials. 

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________ 

__________________________________________________________________

__________________________________________________________________ 

 

Your second paragraph should start with a topic sentence indicating that you are 

qualified for the job.  Add 2- 3 sentences explaining why you are qualified.  What 

experience have you had which will help you do this job?  You may use transition 

words such as first, second and finally or one reason, in addition.   

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________ 

 

On a separate sheet of paper, type the body paragraphs in block style using Times 

New Roman font, size 12.  Do not indent! Skip 1 line after each paragraph. 

 



Part 6 Closing and signature: The closing of a business letter is short and sweet.  

You type the word “Sincerely” followed by a comma.  Skip 4 spaces and type your 

first and last name.  This is to leave room for your hand-written signature. 

 

The closing and signature looks like this:  

 

Sincerely,     Sincerely, 
 
Firstname Lastname     Susan Smith 
 
Firstname Lastname   Susan Smith 

 

On a separate sheet of paper, practice typing the closing and signature 3 times.  

Skip 4 spaces between the closing and the signature.  It should look like this: 

 

Sincerely, 

 

 

 

Susan Smith 

 

Sincerely. 

 

 

 

Susan Smith 

 

Sincerely, 

 

 

 

Susan Smith 

 

When you are finished, print the page and practice handwriting your signature in 

the space between the closing and the typed signature. 


