Your Name

Address 

Phone #

Date

Mr. Kimball

1101 East University Ave.

Fresno, CA 93741

Dear Mr. Kimball:

This letter should have a 2 inch margin at the top of the page. You should create your own letterhead in the Header/Footer Section of the page in 26 pt. font.

In this assignment, you will be writing an application letter. The letter should include the date, addressee, Subject Line, three paragraphs, closing, and your name. 

In the first paragraph you should tell me where you heard about the job. Demonstrate product knowledge, promotional, and organizational.

The second paragraph should tell me about who you are, and how you can benefit the organization.

The third paragraph should describe why you are uniquely qualified for this position.
Closing, (Then 4 Returns)

Your Name Typed

You should then sign your letter in between the Closing and the 4 returns.

