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Keep it short. Your intro should only be about 3 sentences long. 
The opening paragraph sets the tone fon
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Sample Cover Letter

John Smith

(661) 362-2351 | jsmith@email.com

Date

Mr. Douglas Jones

Chief Financial Officer

Johnson Tax Services

123 Adams Street

Santa Clarita, CA 12345 

Dear Mr. Jones, 

It was a privilege to meet you and your team



John Smith

(661) 362-2351 | jsmith@email.com

Date

Mr.1 


