Cover Letter Questions:
Return address:

What is your return address?

Date: What is today’s date?

Employer address:  

What is the street address of the place to which you are applying? (Assume E. Ployment is the manager

Paragraph 1:

What is the position?

What is the company?

How did you find the add?

A statement of your strengths:

Paragraph 2:  

What skills does the ad ask for?

Paragraph 3:  Your tranferable skills:

Paragraph 4:  

Thank you:

Request for action:

When will you contact?

