REQUEST INFORMATION FROM FIRM

[DATE, ex. Wednesday, June 11, 1998]

[NAME, COMPANY AND ADDRESS, ex.

John Smith

XYZ Inc.

1234 First Street

Suite 567

Anycity, Anystate  85245]

Dear [NAME, ex. John Smith],

I am interested in your [POSITION/PROGRAM, ex. sales manager position] and I am anxious to learn more about it.  Could you please forward to me the following information?

[LIST REQUESTED INFORMATION, ex.

The range of services your firm provides

The geographical demographics of your clientele

The average volume of yearly business

etc.]

You can contact me at XXX-XXXX.  I thank you in advance and look forward to meeting with you regarding employment opportunities at your firm.

Sincerely,

[YOUR NAME, ex. Jill Jones]

