[Your Full Name]
[City, State]  |  [Email Address]  |  [Phone Number]  |  [LinkedIn URL]
[Date]
[Hiring Manager Full Name]
[Job Title]
[Company Name]
[Company Address, City, State ZIP]
Dear [Hiring Manager Name],
OPENING — LEAD WITH YOUR STRONGEST RESULT
Tip: Replace the example below entirely. Name a real number in the first sentence.
Over the past [X] years managing a portfolio of [number] accounts in the [industry] sector, I grew annual recurring revenue by [X]% through proactive renewals and strategic upsells. That track record is what drew me to the [Job Title] role at [Company Name] — specifically your focus on [mention a specific company initiative or market].
BODY — PROVE IT WITH A SPECIFIC EXAMPLE
Tip: Use the situation-action-result format. One strong example beats three vague ones.
At [Previous Company Name], I managed relationships across [mention verticals or industries], serving as the main point of contact for clients generating between [$X] and [$X] in annual revenue. One of my key wins involved [briefly describe a client challenge — e.g., an at-risk account, a contract restructure, a slow adoption issue]. The result was [specific outcome: a renewed contract worth $X, a retention rate of X%, or a recovered account worth $X].
I also led [quarterly business reviews / executive check-ins / onboarding sessions] for [number] clients, achieving a [X]% retention rate over [time period]. I stayed ahead of issues by [briefly describe your proactive approach — e.g., tracking usage data, running early renewal conversations, or building escalation workflows].
CLOSING — COMPANY-SPECIFIC + DIRECT ASK
Tip: Mention one real thing about this company. Avoid generic compliments.
[Company Name]'s recent [mention a specific company development — product expansion, new market entry, or announcement] is what caught my attention. I see a direct opportunity to apply my experience in [relevant area] to support your team's goals.
I would welcome the chance to discuss how my approach to account growth and client retention fits what you are building at [Company Name]. Thank you for your time and consideration.
Sincerely,


[Your Full Name]
[Email Address]  |  [Phone Number]

CUSTOMIZATION CHECKLIST
1. Replace ALL bracketed fields with your real information before sending
1. Add at least one result with a real number in the opening paragraph
1. Name a specific company initiative, product, or market in the closing
1. Include one detailed situation-action-result example in the body
1. Keep the letter to one page — cut if needed
1. Proofread out loud once — it should sound like a person, not a document
1. Save as PDF unless the posting requests a Word file
