NAME
Address

Phone

Email

OBJECTIVE

EDUCATION

EXPERIENCE

CLUBS / ACTIVITIES

REFERENCES

1. Name (Who they are) Contact information

2. –

3. –

Extra Credit? The cover letter is a separate paper.  See below

To Whom It May Concern:

.It has 3 parts: (which are all left justified- do not indent or bullet these paragraphs.  Rather, skip lines between each part).

· Who you are?

· What you want?

· Thank them and closing.

Sincerely, (keep it on the left)

(skip 4 spaces)

Type your name and sign in blue/black ink in between the space.

