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Unit 1 Writing of Cover Letters
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Your Name

Street Address

City, State Zip Code
Phone Number

Date

Individual’s Name
Job Title

Name of Organization
Street Address

City, State Zip Code

Dear Mr. /Ms.

First Paragraph: State the reason for writing. Name the specific po-
sition or type of work for which you’re applying. Mention how you learn-
ed of the opening.

Second Paragraph: Explain why you’re interested in working for



