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3945 My Street
Careerville, MS 99000
November 3, 2003

Use your home address and the current date

Press return (or enter) key 4-5 times (for a long
letter) to 6-7 times (for a short letter)

Mr. Parks
Careerville Movie Theaters
998 East Mall Lane
Careerville, MS 99000

Press return key 2 times
Dear Mr. Parks:

Press return key 2 times
I am interested in applying for a job as a ticket seller for Careerville Movie Theaters .

Press return key 2 times
I am a senior at Valley High School. Ihave completed classes in marketing and computer
applications. In addition, I have earned a Retail Sales Certificate from the work training
program and have been trained in sales techniques. I have work experience at Del Taco as a
cashier and have been trained in customer service skills. I am a dependable person and can
successfully work with different types of customers.

Press return key 2 times
I enjoy going to movies at Careerville Movie Theaters and think that it would be an
excellent place to work. I hope you decide that you can use an employee with my skills and
experience. Please call me for an interview. My home phone number is 464-5777.

Press return key 2 times
Sincerely,

Press return key 4 times — Sign your name in the space after “Sincerely” — Start signing under the “S” or “i” and

try not to slant up or down as you finish writing your name.
Sara Johnson

Press return key 2 times
Enclosures: Application

Resume
Retail Sales Certificate

Line up enclosures H

Drop the “s” from “Enclosure” if you enclose only one item (such as a resume ) with the
cover letter. Look on your classroom’s bulletin board for additional examples of cover letters.




