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COVER LETTER OUTLINE 
 
Date 

 
Name of Contact Person 
Title 
Organization 
Street Address 
City, State ZIP 

 
Dear (Contact OdqrnmƧr Name): 

 
OPENING PARAGRAPH: State why you are writing. 
¶ State why you are writing. Name the position or type of position for which you are applying. 

Include the job or posting number if hsƧr referenced. 
¶ Then, mention how you learned of the position, e.g., where the job was posted or the name 

of any referring person. 
¶ Briefly describe why you are interested in this position. 

 
BODY OF THE LETTER: Sell yourself. 
¶ Describe the skills, competencies, and/or experiences you have that fit the requirements of 

the position. Think of where your skills and experience best match those that the employer 
desires and highlight your skills and experiences. CnmƧs focus on your tasks rather, focus 
on the skills and competencies you utilized or developed in the position. The National 
Association of Colleges and 

https://www.naceweb.org/career-readiness/competencies/career-readiness-defined/
http://www.naceweb.org/career-readiness/competencies/career-readiness-defined/
http://www.naceweb.org/career-readiness/competencies/career-readiness-defined/
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THANK YOU LETTER OR EMAIL 
 

After every interview is completed, you need to write a thank you letter or email to 
those who interviewed you. A thank you letter, or email is one of the most important 
yet least leveraged tools in a job search. 
 
A thank you letter, or email is a time to strengthen your candidacy by summarizing 
your background as it relates to the position. If you need to clarify or better answer 
a question, you can strategically use the thank you letter to achieve that goal. Also, 
anyone who has helped you in the search process simply deserves a thank you 
letter. 

 
If it is not possible to send a thank you letter to everyone you met during the 
interview, then send a thank 
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SAMPLE ARTS APPLICATION CORRESPONDENCE 

SAMPLE COVER LETTER 

March 6, 2022  
  
Jason B. Smith  
Director, Customer Engagement  
Toledo Museum of Art   
2445 Monroe Street  
Toledo, Ohio 43620  
  
 Dear Mr. Smith:  
  
I was delighted to find the Social Media Specialist position at the Toledo Museum of Art 
advertised on Handshake. I will graduate from the University of Toledo with a degree in 
Art Education in May 2022. In addition to my degree, I have solid social media 
experience.  
 
During the Fall of 2021 and Spring of 2022, I had the good fortune to intern at 
Imagination Station. While at Imagination Station, I created and administered all 
content for their social media platforms including Facebook, Instagram, Twitter, and 
TikTok. Additionally, I learned how to build audiences for each platform, ensure 
customer engagement, monitor site metrics, respond to reader comments, and report 
on site analytics. In my role, I had the opportunity to collaborate on numerous creative 
designs, marketing pieces, and educational tools with the creative team. I firmly believe 
my experience at Imagination Station would allow me to immediately step right into 
the Social Media Specialist Toledo Museum of Art and begin contributing from day one. 
Moreover, I `l bnmehcdms sg`s H vhkk ad `akd sn+ `r rs`sdc hm sgd onrhshnmƧr qdpthqdldmsr+ 
drive customer engagement and produce meaningful results through social media for 
the Toledo Museum of Art.   
 
I would love an opportunity to discuss my education and experiences with you in 
person. Please feel free to contact me at either 419-555-1212 or janjones1212@gmail.com. 
Thank you for your time and consideration. I hope to hear from you!  
 
Sincerely,  
  
  
Jan Jones  
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SAMPLE NETWORKING EMAIL 

Dear Mr. Smith, 

My name is Julie Jones, and I am currently a senior at the University of Toledo. I 
will graduate with a Bachelor of Arts in Art Education this May. Even though I did 
not have the opportunity to intern at the Toledo Museum of Art, one of my 
classmates, Tanisha Peten, did and has spoken so very highly of you and your 
professional insight and advice. It is the reason that I am 

mailto:janjones1212@gmail.com
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SAMPLE TURNDOWN EMAIL 

 
Dear Ms. Smith, 

Thank you for the gracious offer of the Social Media Specialist at the Toledo 
Museum of Art. After careful consideration, I must regretfully decline your offer of 
employment at this time. Please know how thankful I am for your time and 
confidence in me as a candidate. 

Please send my sincerest thank you to the entire interview team. Wishing you all 
the best. 

Sincerely, 

Julie Jones 
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SAMPLE PSYCHOLOGY APPLICATION CORRESPONDENCE 

SAMPLE COVER LETTER 

February 6, 2022 
 

Dr. Linda B. Smith 
Assistant Dean for Student Services 
University of Toledo Department of Psychology 
2801 West Bancroft Street 
Toledo, Ohio 43606 

mailto:jonathonjones75@gmail.com
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SAMPLE INQUIRY LETTER 

February 6, 2022, 

Dr. Linda B. Smith 
Assistant Dean for Student Services 
University of Toledo Department of Psychology 
2801 West Bancroft Street 
Toledo, Ohio 43606 

Dear Dr. Smith: 

My name is Jonathan Jones, and I am 

mailto:jonathonjones75@gmail.com
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SAMPLE NETWORKING EMAIL 
 

Dear Dr. Smith, 
 

My name is Jonathon Jones, and I am currently a graduate assistant at the 
University of Toledo. I graduated with a Bachelor of Psychology degree last year 
and am currently a graduate student. Even though I never had the opportunity to 
have you as a professor, my classmates who did have you always speak highly of 
you and your commitment to serving students. It is in the spirit that I write to you. 

 
I have found that my passion  

mailto:jonathonjones75@gmail.com
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SAMPLE WITHDRAWAL EMAIL 

 

Dear Dr. Smith, 
 

Thank you for 
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SAMPLE CHEMISTRY APPLICATION CORRESPONDENCE 

SAMPLE COVER LETTER 

February 6, 
2022, Linda B. 
Smith 
Chief Quality Control Officer 
ACME Polymers 
1000 Water Street 
Toledo, 

February

SAMPLE

 

mailto:juliejones75@gmail.com
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SAMPLE INQUIRY LETTER 

February 6, 
2022, Linda B. 
Smith 
Chief Quality Control Officer 
ACME Polymers 
1000 Water Street 
Toledo, Ohio 43606 

Dear Ms. Smith: 

My name is Julie Jones, and I am writing My

 

mailto:juliejones75@gmail.com.
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SAMPLE NETWORKING EMAIL 
 

Dear Ms. Smith, 
 

My name is Julie Jones, and I am currently a senior at the University of Toledo. I 
will graduate with a Bachelor of Science in Chemistry this Spring. Even though I 
did not have the opportunity to intern at ACME Polymers, one of my classmates 
did and has always spoken highly of you and your professional insight and advice. 
It is in the spirit that I write to you. 

 
I am finding that

 

 

mailto:juliejones75@gmail.com
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SAMPLE THANK YOU EMAIL 
 

Dear Ms. Smith, 
 

Thank you for taking the time to meet with me today about the Quality Control 
Chemist position open in your department at ACME Polymers. I especially 
appreciated the point you made about the key role the Quality Control Chemist 
holds in ensuring positive relationships with your various customers including the 
automotive industry. 

 
Applying my chemistry background to ensure customer satisfaction has always 
been a passion of mine and to know that I would be able to do that in this role 
makes me even more excited about the position. 

 
Thank you, again, for your time. I look forward to hearing from you soon. 

 Sincerely, 

Julie Jones 
 
 
  SAMPLE ACCEPTANCE EMAIL 
 

Dear Ms. Smith, 
 

I enthusiastically accept your offer of the position of Quality Control Chemist with 
ACME Polymers. I understand the position is an exempt position with a salary of 
$65,000 per year starting on February 14, 2022; medical, life, and dental benefits, 
paid sick leave, and vacation of two weeks after a year of employment. 

 
I look forward to receiving the pre-employment paperwork that I will need to sign 
to begin my employment with ACME Polymers. Thank you again for the offer. I 
look forward to working with

for

 Thank
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SAMPLE WITHDRAWAL EMAIL 
 

Dear Ms. Smith, 
 

Thank you for taking the time to meet with me yesterday about the Quality Control 
Chemist position open in the Quality Control Department at ACME Polymers. As 
we discussed during my interview, I am passionate about using my chemistry 
background to foster customer satisfaction. 

 
Last evening, however, I was offered and have accepted a position as a Quality 
Control supervisor at ACE Plastics. This position will allow me to apply my 
chemistry background and develop my supervisory skills as well. 

 
Please know how thankful


