REQUEST FOR INTERVIEW

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

[NAME AND ADDRESS, ex.

John Smith

1234 First Street

Suite 567

Anycity, Anystate  85245]

Dear [NAME, ex. John Smith],

We thank you for your interest in our firm.  Your strengths and experience, as outlined in your resume, appear to suit our [POSITION, ex. sales manager] position well.  We are anxious to meet with you to discuss your resume in more detail and determine whether employment would be mutually-beneficial.  Accordingly, please call me at XXX-XXXX at your earliest convenience so that we may arrange an interview.

I am looking forward to meeting with you.

Sincerely,

[YOUR NAME, ex. Jill Jones]

