You need to customize the cover letter according to the firm and position. This part of your application is an extension of
your resume and firms read this to learn more about you and your experiences that have prepared you well to succeed
in this role. Recruiters often pay most of their attention to this section. Ensure to demonstrate the fit between you and
the firm. HERE IS A SUGGESTED STRUCTURE FOR YOUR CPA SUMMARY/COVER LETTER (maximum 1 page and use the
same font as your resume):

First Name Last Name
Phone number

McGill Email Address

Custom LinkedIn URL

Date
Subject line: Position, Name of organization, Reference number of job posting if any

Dear _____, (Salutations - name of person to whom you are addressing this letter to)
PARAGRAGH 1 – Introduction: Who are you (2nd year accounting major), Which role you’re expressing an interest in and
Why Accounting?: In this paragraph, you will introduce yourself and talk about the reasons why you chose Accounting as
a profession (and specify your intention to pursue the CPA designation if this is the case). Try to give a personal reason
that would stand out and catch the attention of the reader. What do you know about the industry and why are you
interested in a career in auditing or accounting services? Be personable in your story.
PARAGRAGH 2 – Why this Company?: This paragraph should focus on what is special about their organization and why
you want to work for this company. You need to do some homework by researching the employer (and not only by visiting
their website) and attending info-sessions. Communicate to the employer what about them has caught your interest.
Express your knowledge about their needs as an organization and the requirements of the position. If you have met
someone from the firm, have friends or family working there, mention their names and what they positively told you
about the firm.
PARAGRAGH 3 – Why You?: This paragraph should focus on what is special about you and be the bulk of the letter. Specify
which experiences you have that will bring value to the firm. Here you need to identify the specific strengths you have to
offer (2-3 skills/strengths and provide a specific example for each to support). Outline, identify, demonstrate, and draw
together for the employer where you see the fit between your skills and their requirements, your experience and their
expectations, your career aspirations and their opportunities.
PARAGRAGH 4 – Conclusion: In this paragraph, summarize the specific skills that were demonstrated above, reiterate your
interest, thank them for their time and consideration and that you look forward to discussing your qualification with them
further.
Sincerely,

Your signature

