[Your name]
[Street address}
[City, State, code]
[Most reliable phone number]
[Email address]

[Date]
 MACROBUTTON  DoFieldClick [Recipient Name]
 MACROBUTTON  DoFieldClick [Title]
[company Name]
 MACROBUTTON  DoFieldClick [Street Address]
 MACROBUTTON  DoFieldClick [City, ST  ZIP Code]
 MACROBUTTON  DoFieldClick [Recipient Name]:
I am responding to your job listing for (name of position). I feel my skills of (mention 2 skills, i.e. organization, communication, etc) and experiences as a (WHAT) fit this position.  I have attached my resume for your review.  

I would like to discuss opportunities with your company. Please email me at _________ or call at ___________.  The best time to reach me is between  MACROBUTTON  DoFieldClick [earliest time available] and  MACROBUTTON  DoFieldClick [latest time available]. 

Thank you for your time. I look forward to talking with you.

Sincerely,

[Your written signature]

[Your name]

