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[Your First and Last Name]
[Your Street Address]
[City, Province]

wd,,o. [Postal Code]

>
Spou’ Date

?

[Recipient’s First and Last Name]
[Title]

[Company Name]

[Street Address]

[City, Province]

[Postal Code]

:Dear Mr, Mrs, or Ms [Recipient Last Name]: — Cluoose “Hu propas Hitle + #ﬁg

State your reason for writing to them and include where you found their Wl\f
advertisement for the job. What do you have to offer their firm? How many

W\ years of experience do you have in this area? List some specific
accomplishments you have to offer.

- Use bullets to highlight specific skills
- Include length of time you were involved in these areas
- List awards and certificates you have received.

Request an interview to meet with them. Mention your enclosed resume and list
your contact phone numbers and email address. Let them know you will looking
forward to hearing from them soon.

?

Sincerely,

. (eone 4-b Spoces
Swgmwmme] e yauur Siqrahuct
[Type Your Name]

Enclosure
Y.V

- Samt amount of spats
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