Cover Letter Format Guidelines:

Your Street Address
City, State Zip Code
Month, Date, Year



Cathy Alper
Career Specialist
Crooms AOIT
2200 W. 13th St.
Sanford, FL  32771


Dear Ms. Alper:

Opening paragraph:  State why you are applying for the program; how you learned about the Summer Internship Program, and basic information about yourself.

[bookmark: _GoBack]2nd paragraph:  State some of your skills you have to offer and if there is a specific filed you are interested in for Internship.  Also share if you have had employment and what your role was with the company.  Indicate whether you drive or will someone be taking you to work.  (This helps with finding placement for students).

3rd paragraph:  Indicate that you would like the opportunity to attend the Internship Fair in April. Indicate that you will be available over the summer to work.  Thank this person for accepting this cover letter along with your resume as an interest for signing up for the program.  (Attach an unofficial transcript with your cover letter, resume, and application).

Sincerely,

(Your handwritten signature)

Your typed name

Enclosures(s) (refers to anything you are submitting with this cover letter)

Note:  Make sure your typed letter is balanced on the page, and use spell check.



