Sample Cover Letter

[Your name]

[Your street address]

[Your city, state and zip code]

[Your phone number]

[Your e-mail address]
[Date]
The Honorable [fill in name of your Representative in Congress]
[Address of the District Office near your home; you can find this information at http://www.house.gov]
[City, State, Zip]
Dear Representative [fill in name of your Representative in Congress]
It is urgent that Congress pass the Employment Non-Discrimination Act, H.R. 3017 that would ban discrimination based on sexual orientation and gender identity from American workplaces. For far too long, lesbian, gay, bisexual and transgender people like me have faced discrimination at work. The passage of ENDA would help me find and keep a job and continue supporting myself and my family. 
As a resident of your district who is currently seeking a job, I have enclosed my résumé for your consideration. I am a hard-working employee who is eager to contribute to the work accomplished by Congress. I am available immediately.  Some of my qualifications include [list just a few of your job strengths here]. 

Whether or not you are able to offer me a position at this time, I urge you support ENDA. I look forward to speaking with you about the ways in which I might use my qualifications to work with your office. You can reach me by phone at [your phone number] and by e-mail at [your e-mail address]. 
Thank you for your consideration of my application and this important legislation.

Sincerely,

[Your signature]

[Your name]
