This sample letter is marked up, includes yellow highlighting and uses double strike which indicate things that MSU alumni should NOT do, and this sample also provides things that alumni SHOULD do.  The names and addresses in this sample are not real; at least they do not belong to anyone known to members of our staff.

Karen E. Jones

1234 Magnolia Place 
Baton Rouge, LA 70803 

Telephone: (517) 555-1212  Email: joe-alum@msualum.com
__________________________________

November 24, 200?

Mr. John Sampson 

Vice President 

ABC, Inc. 

1234 Walnut Grove Lane 

Raleigh, NC 27695 

Dear Mr. Sampson: 

A preventative therapy position with ?? organization is my interest.  I am seeking a position in materials evaluation at a high technology company such as yours. I am aware from researching your firm that you have a training program for physicists and engineers. 
My computer science background …   As you will note from the enclosed resume, I have majored in physics and have participated in significant research. This background, as well as several business courses, has prepared me to combine an interest in motivating people with a desire to work in a technical environment.  At the MOST, use “I” once in the cover letter.  Focus on the skills that you offer, not “I” have these skills. . Get rid of "I did this" and "I did that" wording, but still convey the message you want to get across to the employer.
Paragraph 3  -- second reason to consider me as an excellent applicant.  No more than 5 to 6 lines per paragraph, at least 2 sentences per paragraph.

Paragraph 4 -- third reason.  When writing paragraphs, use Feature, Example, and Benefit to write them.  

An appointment at your convenience would be ???????   I would like to learn more about your trainee position, and I will contact your office the week of April 15th to arrange. Thank you for your consideration of this request. 

Sincerely, 
                 Karen E. Jones  (signature as a .gif or .tif file)

Karen E. Jones

Enclosures: Resume, List of References and Letter of Recommendation
