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	Date
[Recipient Name]
[Title]
[Company]

[Recipient Street Address]
[Recipient City, ST Zip]

Dear [Recipient Name]
My name is (mention your name). I am writing this letter to remind you about our conversation held at (mention previous meeting) about (mention the topic you discussed). I am writing to you because I feel that I can add value to your company as a (job position).
During my work in (current company), I have learned many valuable skills that helped me in all my endeavors in the company. Some of the skills that I learned are (mention the most important skills that you have learned). If given a chance, I can prove to be a valuable asset with my present skill set.
I am hoping to hear from you soon. All my contact details are listed with the resume that I have attached with this cover letter.
Regards,
(Name)

	
	

	
	
	Contact

	
	
	[Your Address]
[City, ST ZIP Code]

	
	
	[Your Phone]

	
	
	[Your Email]

	
	
	Your Website
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