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123 Peachtree Drive










Sarasota, FL 33161

Date

Richard Hill

President

12345 Main Street

Sarasota, FL 33162

Dear Richard:

I enjoyed meeting with you Monday and very much appreciated the generosity you showed by rescheduling our appointment to such an early hour to accommodate my unexpected family commitment.

It was extremely informative to learn about the major milestones that have occurred during the phenomenal growth of Computer Directions.  Obviously, targeting specific vertical markets was really breakthrough.

I have given both available positions considerable thought, and am very interested in joining your Corporate Marketing Department.  We’ve already discussed two of my ideas for generating revenues: tax write-offs for donating used equipment to educational institutions, and the giveaway of inexpensive, but popular “template” software with each system.  In such a creative atmosphere,  I know more ideas will come easily.

I will contact you next week tp see how I stand in your selection process.  Thanks again for your time and consideration.

Sincerely yours,

Frank White

