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The key to writing a good cover letter is to make it as personal as possible}
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How to Write a Cover Letter

LETTER-WRITING STYLE
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Dear Ms. Smith:

I am a second year student at Loyola University Chicago School of Law and am interested in a
summer clerkship with your firm. I have enclosed a resume for your review and consideration.

I would welcome the chance to meet with you in the near future to discuss employment
opportunities. I am available at most any time and may be reached at 555-5555.

Sincerely,
John Doe

Try to keep your letter to three paragraphs
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How to Write a Cover Letter

o b "I am a second-
year student at Loyola University Chicago School of Law, and I would like to be considered
for a summer position at [name of firm/organization].”
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""As you will see from my resume, I have done extensive research in the areas
of juvenile rights and child custody while in law school. That work led to a
publication in The Family Law Reporter. 1 enjoyed the challenge of
developing the project, and welcome the opportunity to bring the same
energy and enthusiasm to projects with your law firm.”

“As a small firm specializing in complex business litigation and white collar
criminal defense, your firm is perfectly suited to my individual strengths and
skills. During my time at Loyola I have focused on business and criminal
law, achieving academic honors in four of the last five semesters.”

“As my resume reflects, I have developed the research, writing and analytic
skills that will benefit your firm. For over a year I have been working as a
law clerk for a personal injury firm, completing legal research and drafting
documents such as legal memoranda, motions to dismiss and motions for
summary judgment. Prior to law school, I worked as a paralegal in the real
estate, commercial law and estate planning department of a large law firm
wherelI....”
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SAMPLE COVER LETTER FORMAT
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How to Write a Cover Letter

TARGETED MAILINGS
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As a native Californian, I attended college at U.C.L.A and have always intended to return to Los
Angeles after the experience of attending law school in another part of the country. Loyola’s
excellence in litigation training drew me to the Midwest...
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Having lived and worked in Chicago for the past three years, I have decided to make Chicago
my permanent home. [ will be taking the Illinois bar exam in July...
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Examples of cover letters:

Letter in response to job listing
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How to Write a Cover Letter

Letter to '""Resume Direct' firm
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How to Write a Cover Letter

Letter seeking on-campus interview when you don’t get an interview through the
lottery
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How to Write a Cover Letter

Letter seeking on-campus interview when vou do not qualify (“waive the criteria’)
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How to Write a Cover Letter

Letter where vou have a contact or lead
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Letter for targeted mailing
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Thank You Letter after interview
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NOTE: This letter should be sent after visiting an employer’s office. It is NOT
necessary to send thank you letters after OCI interviews on campus. After
callback interviews, you may send one letter to the person who invited you to the
callback interview, the recruitment coordinator, or whichever interviewer seems
most appropriate and ask that person to thank all your interviewers. You may
send a thank you letter or card to each person who interviewed you, but this is not
expected. If you do send multiple letters or cards, however, they must be different
from one another.
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Letter of Acceptance
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Letter of Rejection

OR:
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THANK YOU LETTERS
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