Name (First and Last)
Phone Number | Email Address
July 6, 20xx
Company Name
123 Main Street
Richmond, VA, 23224

To the Hiring Manager:
To get started on the cover letter, make sure the header and font matches the formatting of your resume. Then, address the letter to the organization you are applying to. Start with the date, add the company name, and the job description will often list the location of the position. If not, you may google the company’s address. When starting the letter - you may write to the Hiring Manager, or look at the job description to see if a contact name is listed. If this is the case, you may choose to address the letter To Amy Johnson and the Hiring Team:
Traditionally, new paragraphs are not indented in a letter format. The introduction of the letter is a great opportunity to express your interest in the position, and why you are drawn to the company. You may do research into the company’s values and mission statement and incorporate it into your letter, perhaps connecting to your strengths and own values. 
The goal of the cover letter is to specifically outline how your experience translates to the open position, using phrases from the job description. Try to keep this concise, preferably to one page, as the recruiter may not read a longer letter. 
To conclude your cover letter, you may provide a brief summary of main points and express gratitude for the hiring manager’s time. Finally, end your resume with a formal sign off. You do not have to add your contact information again, as it is listed at the top of your resume.

Sincerely, 
Name (First and Last)
