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Dear [Recipient Jame]:

My skills in X, Y, and Z (or Just X and Z) make me an ideal candidate for the [position title][position #] at
[Company Name]. [Optional preview sentence here.]

[Topic sentence about X]. [Specific example(s) of X. Quantify your example if possible.]
[Topic sentence about Y]. [Specific example of Y. Quantify if possible.]
[Topic sentence about Z]. [Specific example of Z. Quantify if possible.]

[Express your thanks.] | look forward to discussing my experiences [or skills, or fit] in more detail. [T§ll how
the recipient can reach you.]

Sincerely,
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