MACROBUTTON DoFieldClick [Recipient Name]
June 30, 2005
Page 2

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]:

Your ad for an entry-level position caught my attention as I prepare to begin my professional career upon graduation this spring from [University or Trade School].

I say “professional” because I have worked steadily throughout college, gaining valuable experience that equips me to present your firm with advantages others may not offer.

For example, [Cite examples here]

I would welcome the chance to discuss openings at your firm. If you will contact me at [Telephone], we can schedule a meeting.

Thank you for your consideration.

Sincerely,

 MACROBUTTON  DoFieldClick [Your Name]
Enclosure

