Letter of intent to apply for a newly available position (cover letter for resume): 

LETTERHEAD 

or Return Address 

of Sender 

Date 

Name of person addressed 

Name of Company or Organization 

Address of Company or Organization 

City, State, Zip (or equivalent depending on country) 

Dear Name, 

I am writing to advise you of my intention to apply for the new position of (name of position). 

Second paragraph: Provide brief information on your history in present position. State the most relevant points from the attached resume that specifically target the new position, Do not cite the whole resume in the letter. Please review the attached resume for additional information. 

Please contact me at your earliest convenience to set up an interview. You can reach me at (phone number) or at (email address). I look forward to hearing from you and the opportunity to discuss my qualifications and interest in this position. Thank you for you consideration. 

Sincerely , Yours Truly, or Best Regards, 

Signature 

Print or Type Your Name 

Or, letter of intent to accept a new position: 

Dear Name, 

I am writing to advise that is my pleasure to accept the position of (name of position). 

Discussing this position with you (or name of person/people who interviewed you) and its importance to the company was an informative and gratifying experience. I look forward to working with you (or name of person who will supervise the position) and the challenge of making a positive contribution to the department. 

As mentioned in our discussion, I will be able to start in the new position on (day, date, and time you will be reporting). You can reach me at (phone number) or at (email address) if you require any further information. Thank you for the time that you (or name of other person) spent with me and for this opportunity. 

Sincerely , Yours Truly, or Best Regards,
