[YOUR NAME]
[CITY, REGION] | [PHONE NUMBER] | [EMAIL ADDRESS] | [PORTFOLIO URL] | [PROFESSIONAL PROFILE URL]
[DATE]
[HIRING MANAGER NAME]
[HIRING MANAGER TITLE]
[COMPANY NAME]
[COMPANY ADDRESS]
Dear [HIRING MANAGER NAME],
[OPEN WITH THE ROLE YOU ARE APPLYING FOR, WHY IT INTERESTS YOU, AND ONE RELEVANT STRENGTH. KEEP EVERY CLAIM ACCURATE AND SPECIFIC.]
[DESCRIBE ONE RELEVANT EXAMPLE. EXPLAIN THE PROBLEM, YOUR ACTIONS, THE TECHNOLOGIES OR METHODS USED, AND A RESULT YOU CAN VERIFY.]
[CONNECT YOUR EXPERIENCE TO A STATED NEED IN THE JOB DESCRIPTION. NAME THE SKILL OR WORKING STYLE THAT MAKES THE MATCH CREDIBLE.]
[CLOSE WITH INTEREST IN DISCUSSING THE ROLE, A SIMPLE THANK-YOU, AND A CLEAR NEXT STEP WITHOUT ASSUMING AN INTERVIEW.]
Sincerely,
[YOUR NAME]
BEFORE SENDING
· [REPLACE EVERY BRACKETED PROMPT AND REMOVE THIS CHECKLIST.]
· [MATCH THE EMPLOYER'S LANGUAGE WITHOUT COPYING OR INVENTING CLAIMS.]
· [PROOFREAD NAMES, LINKS, DATES, CONTACT DETAILS, AND ATTACHMENT FORMAT.]




