SAMPLE COVER LETTER FOR SCHEDULE A APPLICANT

Date:

(Applicant Contact Information)
Name
Address, City, State, Zip
Phone/email address

(Agency Information)
Name
Contact’s Title
Street Address
City, State, Zip

Dear (Mr./Ms. person’s last name only): 

First paragraph: 
I am an individual with a disability according to 5 CFR 213.3102 (u).  I am eligible to apply for Federal employment under the Schedule A hiring authority, Appointment for Persons with Disabilities.  I am forwarding my application to be considered for:

 ___________________________________   		________________________ 
	(position title, grade)	   			vacancy number)

Second paragraph:
Explain the skills and experiences you have that will make you successful in the position. 
Talk about classes you have taken, any volunteer experience you may have that are related to the position you are applying for. Do not repeat your résumé; highlight related accomplishments.  The goal is to show the employer that you have confidence in your ability to succeed in the position. 

Third paragraph: 
Demonstrate that you have done some research about this organization. This research does not have to be extensive but it shows that you have taken some time to think about this position and put some effort into this letter. This makes a very good impression on employers. 

Fourth paragraph: 
State that you would welcome a personal interview to further discuss this opportunity. You might mention that if you do not hear anything from the potential employer in two to three weeks time that you will call to follow up this letter to see where they are in their process. Finish by thanking them for their attention and express a desire to meet them sometime in the near future. 

Sincerely, 
____________________
Print Name 
____________________
Signature

NOTE:  The number of paragraphs is optional.
