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MACROBUTTON DoFieldClick [Your Name]
MACROBUTTON  DoFieldClick [Street Address]
MACROBUTTON  DoFieldClick [City, ST  ZIP Code]
[Date]

MACROBUTTON  DoFieldClick [Recipient Name]
MACROBUTTON  DoFieldClick [Title]
MACROBUTTON  DoFieldClick [Company Name]
MACROBUTTON  DoFieldClick [Street Address]
MACROBUTTON  DoFieldClick [City, ST  ZIP Code]
Dear MACROBUTTON  DoFieldClick [Recipient Name]:

We spoke on [Date] and, as promised, I’m enclosing a copy of my resume. 

I’m also enclosing copies of:

· [Describe the “enclosure”, which is a copy of a paper, report or achievement highlighting your accomplishments.]

· [Describe the “enclosure”, which is a copy of a paper, report or achievement highlighting your accomplishments.]

· [Describe the “enclosure”, which is a copy of a paper, report or achievement highlighting your accomplishments.]

If you have questions, please call me at [Telephone]. I look forward to hearing from you soon.

Sincerely,

 MACROBUTTON  DoFieldClick [Your Name]
