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Cover Letter Writing 

What is a cover letter? 
A cover letter is a brief one page letter sent along with the resume to potential employers. The 

purpose of the cover letter is to present yourself to potential employers and to let them know 

what position you are interested in and why you'd be a good fit to the position and company.  

Cover Letter Format 
A hard-copy cover letter should be written in the business letter format, while an email should be 

sent in the same format but without the heading (your return address, their address, and the date).  

Cover Letter Writing 
Generally the cover letter will consist of three paragraphs. The first paragraph is an introductory 

one which introduces yourself. You want to include information on the position you are applying 

for, how you heard about it and why you are interested in the position and/or company.  

The second paragraph should provide information on your skill, strengths, education, 

qualifications and/or experience. This paragraph should be concise and give specific examples of 

why you are the ideal candidate and not simply restate your resume.  

The final paragraph should close up the letter by requesting an interview and possibly suggest 

times that are convenient for you or stating that you can come in at a time that's convenient for 

the employer. Also you should let the recipient know what the best way and/or time to contact 

you is (you should let them know both your contact email and phone number so that they can 

contact you in their preferred method). Or you can let them that you'll follow up the letter with a 

phone call in several days. You should thank them for their time to close up the letter.  

Each cover letter that you send out should be unique and tailored to the specific company and 

position you are applying to. Using one cookie cutter cover letter will lessen your chances for 

landing an interview. Also be sure to check for grammar and spelling and keep the letter to one 

page in length.  

Sample Cover Letter 

527 West Ave. 

Elmswood, CT 23865  

October 28, 2004  

Mr. Michael Black 

Director of Human Resources 

Global Answers 

6542 Sioux Falls, NY 

Dear Mr. Black:  

http://www.letterwritingguide.com/businessletterformat.htm


It is with great interest that I am applying for the position of chief accountant. When I read the 

job description of your ad in the New York Times on August 12th, I felt that it was an ideal 

match with my career aspirations. I have always wanted to work for an oustanding company in 

the Fortune 500 such as Global Answers.  

I believe that I am the ideal candidate for the position due to my extensive experience as an 

auditor for KPMG. At my current position at KPMG, I perform all of the same tasks that are 

described in your ad for the chief accountant position. In addition to that I have a reputation for 

being a hard worker who makes sure the job is done right the first time. My reports are always 

completed well ahead of the deadline.  

Feel free to contact me and setup an interview at your earliest convenience. You can reach me by 

way of e-mail at KenJacobs@nadate.com or by way of phone at (555) 555-5555. I look forward 

to discussing with you my future with Global Answers. Thanks for your time and consideration.  

 

Sincerely,  

Signature  

Ken Jacobs  

 

Enclosure: resume  

Sample Interview Thank You Letter 

215 Casandle Drive 

Middle Brook, FL 32634  

December 15, 2004  

Mr. Nigel Adams 

Director of Human Resources 

Nagata Resorts 

6528 Castle Point Street 

South Port, FL 38625  

Dear Mr. Adams:  

I would like to thank you for taking the time to interview me for the position of hotel manager on 

December 14. I was very impressed with the amount of vacationers that you stay at Nagata 

Resorts every year.  

I appreciate the time that you spent discussing the responsibilities of the position. I believe that 

my credentials make me an ideal candidate for the position. As I mentioned in my interview with 

you, I already have 7 years experience as a hotel manager. I am very organized and have a high 



attention to detail. I also believe that the customer is the most important asset, so I always treat 

them with the utmost respect.  

I look forward to hearing your decision about the position. You can contact me at (555) 555-

5555, if you have any further questions, I'd be more than willing to come in and discuss them 

with you. Thanks again for the opportunity to interview with Nagata Resorts.  

 

Sincerely,  

Signature  

Chad Ulster  

Sample Letter of Reference 

562 Banquest Street 

Fair Valley, AL 81356  

September 28, 2004  

To Whom It May Concern:  

It is with great pleasure that I am recommending Rose Berdinger to you. I am the Head Sales 

Manager at Vacuums Plus and Rose has been under my supervision from November of 2000 to 

August of 2004 as a saleswoman.  

Rose would be a great asset to any company. She is one of the brightest employees that I have 

ever had. She also has a great drive and passion for her work.  

Rose is such a quick learner. Within her first two weeks at Vacuums Plus she had learned all the 

product names, their features, and how they work. It normally takes a new employee at least two 

months to get familiar with all the products that we sell.  

Rose's drive has led her to great success at Vacuums Plus. She has had the honor of receiving the 

"Top Sales Person of the Month Award" ten times in her last year at Vacuums Plus, which is a 

feat that no employee has ever achieved here before.  

I believe that Rose Berdinger will be an excellent fit for your company. Rose has been nothing 

short of an exemplary employee. If you have any further questions, feel free to contact me at 

(555) 555-555 and I'll be happy to answer any questions you have.  

 

Sincerely,  

Signature  



Peter Ziggad 

Head Sales Manager  

 

  



1. with reference to an advertisement in ‘The Industrial 

Times’, write a letter to Calcutta Aluminum Company Ltd, 

inquring the prices, terms of sale. 

2. reply letter…. 

3. mr.Hiremath Bros…wish to place an order with 

National paints company limited for a few types of 

paints,vanish and mixers. Prepare an order for them 

mentioning that the tins should be sent by passenger 

train, carriage farward, to your station, where you will 

collect them. Mention also the method of payment. 

4. Acknowledgment letter 



 

The Objectives of Preparing Report 

The prime objective of report is to provide information about any event or object or situation to 

the proper persons. It helps business people to take accurate and pragmatic decisions. The 

purposes of Report can be mentioned as below- 

 To carry business information to the concerned quarters 

 To analyze the data for interpretation 

 To help planning by providing factual information 

 To help decision making by providing necessary information and evidence 

 To reduce administrative cost by eliminating searching cost for information 

 To help establish effective control system through the information on employee 

performance 

 To help reduce and resole organizational disputes 

 To help to bring effective coordination between and among the departments 

 To help to bring dynamism in the organization by supplying latest information 

 To find out the reason behind a problem 

 To present the findings of investigation or inquiry 

 To recommend specific action to solve a problem 

So, we find that report serves some important purposes. In fact it aims to provide every support 

to business people through providing necessary factual information. 

https://i2.wp.com/bizcommunicationcoach.com/wp-content/uploads/2015/09/What-is-Report-1.jpg


Elements of a Business Report 

The elements of a report vary depending on the organization or structure of the report and there 

are various styles of organizing a report. Normally reports are organized in three ways- 

 Letter-Text Combination From: Letter-text combination form is the widely adopted 

form for origination long report. Letter-text combination form finally takes the book 

form when it is presented or handed over to the authority formally. A complete report 

in letter-text combination form includes the following parts and sub-divisions-

 

 Letter Form: If the materials of a report are short, brief and informal, they can be 

arranged as a form of business letter. The main parts of a letter report are heading or 

title, date, address, salutation, the body, complimentary close and signature. It is 

usually written in the first person I or We. 

 Memorandum Form: A simple way of presenting report is a memorandum form as it 

maintains less formality. The date of the report is mentioned at the top. It is followed 

by the name of the person to whom the report is addressed, the name of the writer and 

the subject of the report. Next follows the actual text and the conclusion. Like the 

letter form, the text of the report here is also divided into paragraphs with headings 

and sub heading 

Types of Business Reports used by Organizations 

1) Formal Business Reports 

These reports are prepared in a given format and they are presented to the authorities in an 

already established manner. They are submitted to committees and bodies or heads of various 

departments or organizations. Since the report talks only about business in a formal way they are 

termed as, formal business reports. 

https://i1.wp.com/bizcommunicationcoach.com/wp-content/uploads/2015/09/What-is-Report-.jpg


Formal reports of other classified into the statutory report and non-statutory report. 

2) Informal Business Reports 

These reports are prepared in a convenient format which is convenient to the reporter and 

presented to the required person immediately after demand. These reports can also be presented 

in the form of a memorandum or a Business Letter. Since there is no fixed format for these 

reports it is termed as informal reports. 

3) Informative Business Report 

These are types of Business reports which are prepared with the intention of providing 

information in a descriptive way which address is a particular issue or situation or a problem. 

They provide information in an exhaustive and detailed manner which is used for the by the 

authorities to gain an insight on the matter that is why they are termed as informative reports. 

4) Interpretative Business Report : 

Unlike informative report which contains only information, the interpretative report contains 

facts opinions views or numbers which help to interpret a certain information situation or a 

problem. The interpretative report may also contain reasons for a certain issue as to why a 

certain event or an issue occurred and what would be the course of action along with a 

recommendation for the same. 

5) Verbation Business Reports 

The report which is prepared by secretaries or any other individual  which record word to word 

discussions that are made in the meeting are called Verbatim reports. For example, in case of 

auditor appointment resolution has passed in the meeting and that reservation is recorded as word 

to word as Verbation report. Also, in the case of voting where joint votes of different members 

are taken into consideration, the verbation reports include names and manners of voting along 

with the results. These types of business report should not be confused with minutes of the 

meeting which is a record of proceedings and decisions a summary of the meeting. 

6) Summarized Business Reports 

The report that is made with the assistance of important details that have been discussed in the 

meeting is called a summarized report. These types of business reports are made with the 

intention of sending it for the press release or for the shareholders of the company or a member 

of the certain institution. 



7) Problem Solving Business Report 

As the name suggests, problem-solving business report help to solve a problem by suggesting or 

recommending a plan of action regarding a certain situation. The report also contains causes of 

such problems and the conclusion is done in various ways that can be adopted to solve the 

problem. The report also contains ways in which that problem can be avoided in the future by 

implementing certain steps. 

8) Fact Finding Business Report 

There are numerous situations in an organization where a finding of a fact is required. For 

example, the breakdown of machinery in factory premises or rivalry between associate and the 

manager. The situations require in-depth reasoning for the situation that has arisen. In those 

cases, the fact-finding report comes in handy which presents facts in the report from a third 

person view. These reports are presented to the top management based on which they can take 

action about the situation at hand. 

9) Performance report : 

 The management likes to know the performances of each department on a regular basis. Not 

only that but also about the newly opened branch, newly appointed employee or even the 

performance of existing employees who are due for promotion are analyzed by the management 

for which the performance report is generated. These reports are important for the management 

to arrive at a decision and hence these reports are prepared by the seniors of the 

respective people 

10) Technical Business Reports 

Technology  is advancing faster than the speed of light and that is the reason why companies 

upgrade themselves with new technology is from time to time. Whenever such a monumental 

change and Technology is taking place in an organization a Technical Business Report is 

prepared to assess the level of Technology. These reports include a detailed way to undergo the 

change including time and money that will cost, which helps the top management to take a 

decision. 

11) Standing Committee Report 

A committee which is appointed for a specific reason is called standing. The reason may be 

financial assessment, employee Assessment, or departmental assessment, the standing committee 

is expected to submit a detailed analysis of these things. The report submitted by the committee 



is known as a standing committee report. In many organizations please reports are submitted at 

frequent intervals. 

12) Ad-hoc Committee Report 

Adhoc reports are also termed as special committee reports. As the name suggests special 

committee is appointed to deal with the investigation and that committee is dissolved as soon as 

the report is presented. Special communities are found in special cases like fire in factory 

premises are employee accidents during work. 

13) Minority Report 

A team of the special committee is appointed to submit a report which will be based on an 

investigation of a special subject. 3 members may be selected to form the committee one of each 

is the chairman of the said committee. If members have a difference of opinion on the subject the 

other members may submit the report separately. This separate report submitted by dissentient 

members is called minority report. 

14) Majority Report 

The members of a committee which including the chairman, usually have unanimous decision 

amongst them. In such cases, only one report is prepared and presented to the official committee. 

If that is not the case then the majority of the member from their own report and submitted to the 

examining authority. Such a report is termed as majority report. 

15) Annual Report 

A yearly report, which consists of the yearly processes of the business including the sales profits 

and the turnovers is called the annual report. Such a report generated only once a year and is 

submitted to the corporate heads for studying the business year in detail. Majority of crucial 

decisions like investments, product portfolio changes, marketing strategies, marketing campaigns 

etc. are planned on the basis of the Annual report. Pre-decided plans may be modified or changed 

based on Annual reports. 
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Data Collection & its methods 

Meaning of Data  

Data can be defined as a collection of facts, figures or any other related material, which has the ability to serve 

as the information for the basic study and the analysis. It must be kept in mind that data can be either old in 

nature or it may be the current one. 

For getting answers to any of the queries that are made data related to the questions or the queries is very 

much needed. Data acts as the back bone for the analysis, so it can be said that no question can be answered 

without the data. 

Analyzation of the data often leads to some of the inferences which are very commonly called as the 

information. The inference which is based on the guess work or on the opinions can never ever make a place in 

the research but the factors which play a critical role in the research generally include accuracy, suitability, 

reliability etc. 

Sources of Data 

The basic data has a direct affect on the answers to the various questions and hence the source of the data is 

very much important as it provides the necessary information. The various sources of the data can be 

summarized as follows: 

1. Primary sources: These types of the sources refer to the first hand sources or the original sources at the 

hands of a researcher, which is not collected in the past. Collection of the primary data can be done with the 

help of the principle sources of the observation and also the surveys. Primary data in very simple and general 

language can be defined as the first hand information relating to any type of the research that has been 

gathered or collected by the researcher or by any of his assistant or an agent. 

This type of the data helps in the original investigations and observations, which automatically further leads to 

the achievement of the various useful and meaningful results. A very important point to be kept in mind about 

these types of results obtained, which are based on the primary data are bound to be empirical in nature and 

also play a very critical and defining role in the research methodology. 

If the primary data that has been collected and compiled is not bias in the nature acts as a tool of great utility 

value as then this type of the data becomes very much reliable, accurate and dependable in nature that 

ultimately helps a great deal in carrying out the various specified investigations. 

Once this primary data is used the original features or the characteristics of these data diminish resulting in the 

formation of the secondary data. 

Hence it can be said that the data which acts as primary data at one point of time is bound to become 

secondary data at some stage or time in the future. 

Methods of the collection of the primary data can be categorized as – 



A. Observation: In general terms observation can be defined as the process involving the collection of the data 

by either viewing or listening or both. The best method in this category is to directly and personally observe 

something to get meaningful data this method is also called as the Direct Personal Observation. In this type of 

the observation the situation is observed by the researcher in order to collect data relevant to the research. If 

the observation is without any bias the data that is collected with the help of this type of method acts as the 

most reliable information. 

Observation is also a very cheap method and then also is very effective in its nature of working this method is a 

very old one data collected in the past about the human race, the environment etc used this method only. 

But a major drawback of this type of method is that with the help of observation one is not able to quantify the 

data and also one cannot reach to some concrete solutions on the basis of the data collected by this method. 

So it can be said that observation method should generally be used for carrying out hypothesis testing. 

B. Questionnaire and Schedule: With the help of this type of method, data is collected by getting questionnaires 

completed by the various respondents. This method of questionnaire and schedule is generally employed in 

order to collect the primary data in a very systematic manner. A questionnaire can be defined as a schedule 

having a number of coherent questions related to the topic which is being studied. A questionnaire acts as a 

formulated series of the questions and helps in the collection of the information directly by the investigator 

himself. A schedule can be defined as the collection of the details in a tabulated form and can be sometimes 

identical to the questionnaire. 

Types of Questionnaire: 

1. Structured questionnaire: 

• Consists of definite, concrete and pre ordinate questions. 

• Has some additional questions as well, limited to those necessary for the classification of the inadequate 

answers. 

• Is segmented in nature. 

• Provides information under given titles and the sub titles. 

• Helps in getting accurate response and apt information. 

• Saves time and also the energy. 

2. Non Structured questionnaire: 

• Is very simple in nature. 

• Is non segmented. 

• Has no sub division. 

• Can be used for very simple types of studies. 

3. Codified questionnaire: 



• Expected answers are given in the code numbers. 

• Very easy for carrying out the processing. 

• Very suitable and also very convenient for the informant. 

4. Un Codified questionnaire: 

• Very simple in nature. 

• Consist of no codification. 

• Codification may be sometimes made at the time of compilation but only if it is necessary. 

C. Experimentation: Forms a very commonly used and very popular ingredient of the research process, being 

used in the physical sciences for a long time. An experiment is the process of studying the various aspects of 

the relationships between the independent and the dependent variables in a controlled situation. It acts as a 

test or a trial method in order to test a hypothesis in a laboratory. 

D. Simulation: Simulation can be defined as the technique used for performing the various sampling 

experiments on the model of the systems. According to Abelson, stimulation is “the exercise of a flexible 

imitation of processes and outcomes for the purpose of clearing or explaining the underlying mechanisms 

involved.” 

Stimulation is the form of observational method acting as the theoretical model of the elements, relations and 

the processes. 

This method is very widely used in the war strategies and the tact business problems etc.. It is also used in the 

various economical problems, political problems, and behavioral problems and also in the social problems. 

E. Interview method: This method acts as a very important and a critical way to collect data involving a very 

planned and a very systematic conversation that takes place between the interviewer/ investigator and the 

respondent. By this one is able to get very suitable information related to a specific research problem. 

By this method of data collection one can get a very suitable range of data having both demographic as well as 

the social characteristics or any one of them. 

In today’s world, most people like to talk rather than to write so this method is very much preferred compared to 

other methods of the data collection. By this method one can get a very deep and in depth view of the problem, 

hence helps in probing into the problem efficiently. 

F. Projective Techniques: The various direct methods are generally based on some assumptions, for e.g. the 

direct methods like the personal interview, telephone interview etc pre suppose about a person that he is willing 

to provide some important information about his own behavior, beliefs, feelings etc.. But this is not the case in 

all the aspects. 

There may be some persons who may not give any type of information about themselves or may not give their 

opinion in a true sense. 



In such cases these techniques play a very vital role as these are not dependent on the subject’s self insight. 

2. Secondary sources: Data can be referred to be secondary in nature if the information provided by the data is 

not related to the purpose of the research project work i.e. secondary data accounts to the information for the 

various other purposes and not the purpose involved in the given research work. Secondary data is readily 

available and the researcher himself has no control over the shape of the data as it is given shape by the 

others. This type of data is based on the second – hand information i.e. the data that has been collected, 

compiled and presented in the past by some other company or group and is now being used in the various 

investigation procedures, this type of data is referred to as the secondary data. 

Methods of the collection of the secondary data can be categorized as 

A. Internal: 

• Involves data that a company is already having. 

• This type of data is collected by the company in routine. 

• This data is used by the company itself. 

• Data collected by such method is always in tune and regard with the research operation’s purpose. 

B. External: 

• Involves data collected by the individuals. 

• Data collected acts as a very useful and a meaningful tool for the researcher in carrying out the various 

research operations. 

• Further are of two types – personal sources and the public sources. 

i) Personal Sources: These type of sources for the collection of the secondary data generally involve – 

(a) Autobiographies 

(b) Diaries 

(c) Letters 

(d) Memories 

ii) Public Sources: These are further of two types: 

A. Unpublished: Due to various reasons sometimes the data is not at all published and some examples of such 

sources can be reports of inquiry commissions, report of special inquiry etc. 

B. Published: Such sources include the following: 

(a) Books 

(b) Journals 

(c) Newspapers 

(d) Reports of the government departments 

(e) Reports of the autonomous institutes 



Advantages of the secondary data  

1. Collection of such data is very economical. 

2. Is available quickly. 

3. Saves a lot of time. 

4. Helps in verifying the primary data. 

5. Leads to widening of the data base. 

Disadvantages of the secondary data 

1. There may be some times when this data is not able to provide the necessary information. 

2. Data may not be accurate. 

3. The data may not be latest. 

4. Data may not be reliable in nature. 

5. Has a limited utility. 

6. Such data based on the unpublished sources may not be obtained by everyone 
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