Dear ____ (hiring manager's name),

____ (Someone you know) said that you’re looking for a ____ (name of job opening), and (she or he) suggested I email you my resume. ____ (First name of the person referring you) and I have known each other professionally and personally for about ____ years, so I value (his or her) recommendation that ____ (name of organization you're applying to) and I might be a good employment fit.

My resume follows. I’ll give you a call tomorrow to discuss your employment opportunities.

Thank you!

____ (Your name)

