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	1: Name
	2: Address • City, State, Zip • phone number • email address
	3: Seeking [explain what it is you are wanting to do, such as ‘an internship with the ABC lab during the fall semester of 2016’ or ‘admission to the GBC program with XYZ University,’ etc.]
	4: [Name of school] (currently enrolled). Expected graduation date: [Insert month and year]
Grade point average: [insert number]. Class rank: [insert percentage (i.e., Top 5% of class)]
	6: •  List any specific experience that you have here
•  This may include work experience from a job or internship, as well as volunteer work
•  Also include specific hands-on projects relevant to the opportunity you seek
	8: References: Available upon request
	10: •  Topics that indicate
•  Your commitment to
•  Working in the field
	11: •  In which you seek
•  An opportunity
•  To work  
	12: •  List any activities you participate in that are relevant to your objective
•  List any awards you have received related to skills of interest to the employer
•  Include any academic awards you have received
•  List participation in community-based activities and organizations, specifying leadership roles 
	9: •  List key coursework
•  Related to the objective
•  Be sure to include
	15: •  List specific skills needed
•  To successfully work
•  In the particular
•  Occupation or field
	16: •  That you are looking
•  For an opportunity
•  To gain work experience  
•  As reflected in the objective


