YOUR NAME SHOULD BE LARGE
City, State | Phone | Email | LinkedIn/Shortened link to portfolio

Date
Hiring Manager Name
Company Name
Company Address

Dear Hiring Manager Name (always try to address to a person…even if you have to call to find out their name),
This is Paragraph 1 (3–4 sentences). State the position you are applying for and how you found it. Spen the next few sentences showing interest in the company (mention something specific you like about them) and how you align with their values.
This is Paragraph 2 (4–6 sentences). Highlight 2–3 relevant experiences (internship, job, or project) and connect your skills to what the employer is seeking. Focus on results and impact (what improved, what you achieved, what you learned). Do NOT repeat your resume—explain why your experience matters.
This is Paragraph 3 (2–3 sentences). Here you will express interest in an interview and next steps. Then offer time or best ways to contact you. Thank the employer for their time and consideration of your application.

Sincerely,
Sign It
Your Name
