
SAMPLE COVER LETTERS 

 

 

Susan H. Student 
640 S. Main Street    Chicago, IL 60611    312-555-5678    sstudent@gmail.com 

 

 

 

April 1, 2018 

 

 

Larry Lawyer 

Gould & Ratner LLP 

222 North LaSalle, Suite 800 

Chicago, IL  60601 

 

Dear Mr. Lawyer: 

 

I am writing to express my strong interest in the law clerk position at Gould & Ratner.  I am a first-year law 

student at Loyola University Chicago School of Law.  I am interested in Gould & Ratner because of its focus on 

corporate and business law.  

 

As my resume illustrates, I have a strong background in legal research and writing.  Prior to law school, I 

attended the University of Illinois, where I majored in English and was a Research Assistant to Professor 

Michael Smith for whom I conducted research on recent changes to the Illinois Code of Civil Procedure.  My 

undergraduate coursework and debate experience required that I develop excellent research, writing and public 

speaking skills.   

 

During my first semester of law school, I developed strong legal research and writing skills.  In my legal writing 

class I wrote a ten page legal memorandum on a medical malpractice issue.  My education and experience have 

honed my legal research and writing skills and confirmed my interest in practicing law.  Based on my 

experience, education and enthusiasm, I am confident that I would be an asset to your firm. 

 

I would welcome the opportunity to interview and learn more about your firm.  Thank you for your 

consideration, and I look forward to hearing from you soon. 

 

Sincerely, 

Signature 

 

Susan H. Student 

 

 

 

 

 

 

 

 



 

 

Samuel F. Student 
70 W. Orleans, Apt. 3  Chicago, IL 60610  773-919-8523  sstudent@luc.edu  

 

 

March 7, 2018 

 

The Honorable William D. Maddux 

Circuit Court of Cook County, Law Division 

50 W. Washington, Suite 2005 

Chicago, IL 60602 

 

Dear Judge Maddux: 

 

I am a first-year student at Loyola University Chicago School of Law and am interested in obtaining a judicial 

externship with the Circuit Court of Cook County, Law Division for the summer of 2017. 

 

I believe my strong analytical, research, and writing skills would make me a valuable extern.  During my first 

year at Loyola, I received a CALI Award for the highest grade in my legal writing section.  In my legal writing 

course, I completed a research memorandum involving a medical malpractice claim and a trial level brief in 

support of a motion to dismiss in a domestic violence case.  Prior to law school, I wrote for the University of 

Michigan newspaper where I honed my editing skills and attention to detail.   

 

I am very interested in civil litigation, specifically personal injury law, and would value the opportunity to 

extern in the Law Division.  I have enclosed my resume, unofficial transcript, and a brief writing sample. If you 

find that my qualifications meet your needs, I would be grateful for an opportunity to interview. Thank you for 

your consideration. 

 

Sincerely, 

 

Signature 

 

Samuel F. Student 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Samuel M. Student 
123 South Street, Apartment 101  Chicago, IL 60610  312-555-1234  sstudent@luc.edu  

 

February 10, 2018 

 

 

Ruth Aronoff 

Oceana, Inc. 

1350 Connecticut Ave. NW, 5th Floor 

Washington, DC 20036  

Dear Ms. Aronoff: 

I am a first-year student at Loyola University Chicago School of Law, and I am interested in a law clerk 

position with the Oceana Legal Department for Summer 2017.  I would like to dedicate my legal career to 

protecting the environment.  I admire the work of the Oceana Legal Department and would like to assist in its 

mission of saving our oceans. 

My research and writing skills coupled with my policy background will make me an effective advocate for 

ocean conservation.  My legal research for Professor Smith, focusing on the Gulf coast oil spill, has reinforced 

the urgent need for regulation and policy change to prevent such devastation to our oceans in the future.  

Through this research, I have also become familiar with many of the federal laws relevant to Oceana’s work 

including: Magnuson-Stevens Fishery Conservation and Management Act, the National Environmental Policy 

Act, the Endangered Species Act, and the Marine Mammal Protection Act.  I have also been exposed to the 

broader climate issues through my volunteer work at the Chicago Climate Exchange where I demonstrated 

initiative in creating publicity materials for the organization.  Further, my policy experience as a legislative 

intern gave me insight into the legislative process and how to most effectively advocate for policy change.  

I also have experience working as a team member and possess a strong work ethic as evidenced by my work as 

a store manager at the North Face.  While managing a team of ten employees, I was able to set a sales record for 

the store.  I look forward to bringing the same enthusiasm to the team at Oceana.   

I have enclosed my resume for your review.  I am work-study eligible and have also applied for independent 

funding.  I look forward to discussing internship opportunities with Oceana. 

Sincerely, 

 

Signature 

 

Samuel M. Student 

 

 

 

 

 



 

Susan K. Student 
456 Main Street, Apt. 205  Chicago, IL 60611  773-555-0987 

susan.k.student@gmail.com  

 

 

 

 

February 2, 2018 

 

John Smith 

Children’s Law Center 

616 Madison St., Suite 300 

Chicago, IL  60613 

 

Dear Mr. Smith: 

 

I am a first-year law student at Loyola University Chicago School of Law, and I would like to be considered for 

the Legal Intern position at the Children’s Law Center for summer 2017.  As my enclosed resume reflects, I 

have focused my education on children’s issues and am eager to advocate for children’s rights as a legal intern 

with the Children’s Law Center. 

 

My child welfare experience as a social worker and coursework in Loyola’s Child Law program will make me a 

strong advocate for your clients.  My first year legal writing course focused on children’s legal issues including 

juvenile delinquency and child protection cases.  As a social worker prior to coming to law school, I served as a 

legal guardian to children and young adults in the Kentucky state foster care system.  I testified on behalf of 

children in adoption proceedings and annual permanency reviews.  In addition, I prepared and submitted 

documents for family court including affidavits, petitions, and bench warrants and advocated in court for 

placement decisions made on behalf of youth.  Prior to college, I worked as a camp counselor where I 

developed rapport with children from diverse socio-economic backgrounds, which was helpful in working with 

my clients as a social worker. 

 

I would welcome the opportunity to interview and learn more about the legal intern position.  Thank you for 

your consideration, and I look forward to hearing from you soon. 

 

Sincerely, 

 

Signature 

 

Susan K. Student 

 

 

 

 

 

 

 

 

 

 



 

Samantha Student 
640 S. Main Street    Chicago, IL 60611    312-555-5678    sstudent@gmail.com 

 

 

 

 

March 2, 2018 

 

Ms. Hollis Hanover 

Hiring Partner 

Copeland & Hanover, P.C. 

5555 State Street 

Chicago, IL 60606 

 

Dear Ms. Hanover: 

 

I am a first year student at Loyola University Chicago School of Law, and I am interested in a law clerk position 

with your firm.  I believe that my strong research and writing skills would make me a valuable addition to 

Copeland & Hanover, P.C.   

 

During my first semester at Loyola, I developed excellent research and writing skills.  In my legal research and 

writing class, I learned to conduct legal research on complex legal issues and wrote a ten page memorandum 

and a twenty page motion for summary judgment.  Prior to entering law school, I attended the University of 

Illinois, where I majored in English and was a member of the debate team.  My undergraduate coursework and 

my debate experience required that I develop excellent research, writing, and public speaking skills.   

 

As an intern this past summer with USA Bank, I developed strong organizational skills and learned to work 

effectively on group projects.  Finally, my current volunteer work at a homeless shelter, on top of attending law 

school full-time, has strengthened my time management skills.  I would welcome the opportunity to put these 

skills to work as a law clerk at Copeland & Hanover, P.C. 

 

Enclosed for your review is my resume.  I look forward to hearing from you in the near future and hope to 

discuss the possibility of my employment with your firm.  Thank you for your consideration. 

 

Sincerely, 

 

Signature  

 

Samantha Student 

 

 

 

 

 

 

 

 

 

 

 



 

STEPHEN A. STUDENT 
500 N. Michigan Ave.  Apt. 3  Chicago, IL 60601 

312.555.0055  stephen.student@hotmail.com 

 

 

December 1, 2017 

 

Connie Counsel 

Senior Vice President 

Rehabilitation Institute of Chicago 

222 N. Main Street 

Chicago, IL 60602 

 

Dear Ms. Counsel: 

 

I am writing to inquire about an internship position with the Rehabilitation Institute.  I am a first year law 

student at Loyola University Chicago School of Law.  We spoke briefly earlier this year when I contacted you 

about the mentor program at Loyola, and we discussed my previous experience with Cornerstone Corporation.  

I am writing to you because everything I have learned about the Rehabilitation Institute since then has increased 

my desire to be part of your organization.  I will be participating in the Loyola Rome program at the beginning 

of the summer and am seeking employment during the remainder of the break, commencing the week of June 

25 and hopefully continuing into the fall semester.  I have enclosed my resume for your consideration. 

 

I would value the opportunity to work with your In-House Counsel Department.  I am passionate about working 

with an organization like the Rehabilitation Institute of Chicago that represents excellence, dynamism, and 

compassion.  I believe my background with the Cornerstone Corporation, combined with my legal and business 

education, will enable me to add value to your organization as an intern. 

 

I would be most grateful for the opportunity to meet with you or a member of your team to discuss internship 

opportunities.  I look forward to hearing from you.  However, if my schedule or experience does not match your 

needs at this time, I hope you will consider me in the future. 

 

Sincerely, 

 

Signature 

 

Stephen A. Student 

 

 

 

 

 

 

 

 

 

 

 

 

 

mailto:stephen.student@hotmail.com


 

Susan K. Student 
456 Main Street, Apt. 205  Chicago, IL 60611  773-555-0987 

susan.k.student@gmail.com  

 

 

 

 

March 15, 2018 

 

Julia Garcia Wirth 

Deagle, Kieffer & Simhan LLP 

131 South Dearborn St., 30th Floor 

Chicago, IL  60603 

 

Dear Ms. Wirth: 

 

I am a first year law student at Loyola University Chicago School of Law with substantial prior work 

experience, and I am writing to express my interest in a law clerk position with Deagle, Kieffer & Simhan LLP.  

I will be available full-time during the summer of 2017.  I believe that my scholastic achievements and prior 

work experience would make me a valuable addition to your team.   

 

Throughout my first-year in law school, I have demonstrated my commitment to academic excellence.  In 

addition to finishing in the top twenty percent of my class, I earned a CALI Award in Legal Writing I and II for 

having the highest grade in each class.  Prior to law school, I spent four years in the software industry, during 

which I managed the implementation of cutting-edge medical software at a number of hospitals and clinics.  As 

a project manager, I gained experience working on complex issues for clients individually and as part of a team. 

 

These experiences helped me to develop a strong work ethic, excellent organizational skills, and a client service 

focus that would make me a valuable addition to your firm.  I would appreciate an opportunity to interview with 

Deagle, Kieffer & Simhan.  Enclosed please find a copy of my resume, writing sample, and law school 

transcript.  Thank you for your time and consideration, and I hope to speak with you soon. 

  

Sincerely, 

 

Signature 

 

Susan K. Student 

 

 

 

 

 

 

 

 

 

 

 



 

 

Susan K. Student 
456 Main Street, Apt. 205  Chicago, IL 60611  773-555-0987 

susan.k.student@gmail.com  

 

 

August 27, 2018 

 

John George 

Tennant & Tate LLP 

131 South Dearborn St., 30th Floor 

Chicago, IL 60603 

 

Dear Mr. George: 

 

I am a second-year J.D./M.B.A. dual-degree student at Loyola University Chicago School of Law, and I write to 

request an interview with your firm. I am very interested in Tennant & Tate LLP because of its exceptionally 

strong Corporate and Financial Services practices, and I believe my internship at The Dow Chemical Company 

and my past business experience would make me an excellent match for the firm.  Also, as illustrated in my 

enclosed resume and transcript, I am in the top fifteen percent of my class and recently became a member of the 

Vis International Arbitration Moot Team and the Loyola Consumer Law Review. 

 

Prior to law school, I worked as an account manager for C.H. Robinson Worldwide, a Fortune 500 third-party 

logistics company.  In this position, I co-managed a portfolio of over 70 customers and counseled clients on 

industry standards, rules and regulations, and the most cost-effective logistics solutions.  I also have experience 

working for an international trade law firm as well as an immigration law firm. To explore my interest in 

international trade law, I took the April 2009 U.S. Customs Broker License exam. After passing this rigorous 

exam, which had a pass rate of only 12%, I became qualified to obtain my U.S. Customs Broker license.  

 

Currently, I am working as an intern in the in-house legal department of The Dow Chemical Company, a 

Fortune 500 corporation.  In this position, I work in a variety of areas including labor and employment law, 

finance law, mergers and acquisitions, contracts, litigation, and international trade and other international law.   

I believe the experience I have gained performing legal research, drafting memoranda, and reviewing and 

analyzing contracts would make me an excellent summer associate at Tennant & Tate next summer. 

 

I would be very grateful for the opportunity to interview with your firm for a summer associate position.  If you 

would like to inquire about the quality of my work, please call my current supervisor, Eric Blackhurst, Assistant 

General Counsel at Dow Chemical. He can be reached at (989) 638-6665.  I look forward to hearing from you, 

and I hope to discuss the possibility of my employment with your firm. Thank you for your consideration. 

 

Sincerely, 

 

Signature 

 

Susan K. Student 

 

 

 

  

 


