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Cover Letter Formula 
First paragraph – Why are you writing? 

Middle paragraph(s) – What are you qualified? 
• 3 – 5 top reasons to hire you 
• 1 brief, relevant example for each reason 

Closing paragraph – What next? 
• Repeat enthusiasm. 
• Refer to resume for more details. 
• Next sentence or two depends on the situation. 
• Thank you. 


