CBACCOUNTING LLC   |   COVER LETTER TEMPLATE
A concise, role-specific letter for CBAccounting LLC opportunities
Cover Letter Template
Replace each bracketed prompt. Keep the final letter to one page and make it specific to the role.
	YOUR NAME
[Your name]
	EMAIL ADDRESS
[name@email.com]

	PHONE NUMBER
[(000) 000-0000]
	CITY AND STATE
[City, State]



DATE
[Month Day, Year]
RECIPIENT
[Hiring Manager Name, if known]
[CBAccounting LLC]
[City, State]
GREETING
[Dear Hiring Team,]
OPENING
WHY THIS ROLE
[Name the role, explain why it interests you, and lead with the experience or strengths that make you a good fit.]
EVIDENCE
RELEVANT EXPERIENCE
[Share one or two concise examples of accounting, organization, client service, or problem-solving work. Explain the positive result, not just the task.]
CLOSE
CONNECTION TO CBACCOUNTING LLC
[Explain how you would contribute to the team and invite the next conversation.]
SIGN-OFF
[Sincerely,]
[Your name]
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