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	(Heading should match the heading on your resume)

					Month Day, Year

Addressee Full Name
Title
Company
Address

Dear Ms./ Mr. Addressee Last Name:  

	This is a short paragraph of brief introduction.  Indicate what year you are in law school.  If you are a 3L, indicate when you will graduate and where and when you will sit for the bar exam.  If you have already graduated and have passed the bar exam, write that here.  Tell the reader that you are writing to express your interest in a job at their office.  If you have a particular connection or person who recommended you contact them, indicate that here.  

	Here, explain to the employer two main things: 1) Why you want to work for that specific employer; and 2) What skills you bring to the table.  Be sure and do your research on the employer.  If you are interested in a particular area of law, explain that here.  Indicate any ties to the area or why you want to be in that geographical location. Avoid just reciting things that are already on your resume.  Instead, illustrate how the experiences listed on your resume have provided you with the skills that are relevant to this job.  

	Finally, reiterate your interest in the particular employer.  Indicate any enclosures or attachments (resume, transcript, writing sample, etc.).  If you are applying for a job that is not an OCI, explain that you will follow up.  Express gratitude for considering you.

					Sincerely, 


					Your Name



Enclosures (if mailing, not if emailing)

	
