
 
Sample Cover Letter 
 
 
 
 Name 

Company 
Address 
Dear Mr. ___________: 
 
 

Use Curiosity; 
Attention Getter 

I made a $300 million business, with a long and nearly perfect record for losing 
money, profitable the first year.  Over the next four years, profits were increased at 
a rate over 100% per year. 
 
Your company may need someone with the experience and results orientation I 
have gained as a Corporate VP and Division COO of a top performing $3 billion 
consumer food company.  I have, for example: 
 

Accomplishments 
In Quantitative Terms 
(Based on Numbers) 

• Managed capital and inventory programs to maintain gross assets at a constant 
level over the last four years.  R.O.I improved over 20%. 

• Initiated marketing strategies which resulted in sales and share increases for 
two $80 million brands dominated by competitors with over 70% shares.  
Marketing spending rates were maintained. 

 
Creating Interest – 
Relating to Their 
Needs 

• Set priorities and directed R&D, engineering and purchasing plans.  Improved 
product quality while reducing variable costs over 5.0% in sales. 

• Reduced employment from 2500 to 2000 people.  Reduced fixed overhead by 
over 2% on sales. 

• Constructed a new plant to vertically integrate one operation.  Consolidated two 
operations into one plant.  Result produced a lower investment base and $10 
million additional profit. 

• Added one new size to an existing line which is now the company’s largest 
profit maker and the industry’s largest volume item. 

 
Refer to Resume Please see the attached resume for more details of how I have been able to 

consistently improve growth and profitability for my employers. 
 

Education – 
Credibility 

I have an MBA from the Graduate School of Business, Indiana University.  My 
Bachelor of Arts Degree, with honors, is from the University of Maine. 
 

Meeting Action 
Statement 

I would be glad to discuss the details of my experience with you in a personal 
interview.  I will call your office next week to arrange a mutually agreeable time. 
 
 

                                                               Very truly yours, 
  

 
                                                               John Doe 

 
 


