Sample Cover Letter 
March 29, 2002

Mr. Kenneth D. Wilson
Personnel Manager
Kwick Litho Service, Inc.
1405 Bridge Street
Atlanta, GA 30329

Dear Mr. Wilson:

Yesterday, I talked with Mark Andersen, your representative at the Gwinnett County job fair. From our conversation, I became very interested in applying for the offset press operator position. Kwick Litho Service, Inc. is a leader in the full-service printing operation and I am eager to offer my skills in graphic design and production.

Currently, I am enrolled in graphic production classes at the Art Institute of Atlanta. My course work has included a full range of printing tasks including design, three-color offset and web press operation, and the use of pre-sensitized and direct-image plates. After completing these courses next month, I would like the opportunity to put my training into practice in a position such as the one that you have advertised.

Would it be possible to schedule a time when I might visit you? I would like to talk with you about my qualifications and my interest in working for Kwick Litho Service.

Sincerely yours,

(skip four spaces for your signature)

