





Change this to your

                                                                   name and address 








  105 Market Way

Parkland

Halifax

HHH 987
Change this to the Company’s

Name and address

Mrs M Miller
Practical Publishers Ltd
Front Street
Brighouse
BBB 123
Type today’s date here – eg, 1 March 2010
Dear 
Type the title of job you’re applying for  here- eg, Trainee Web Designer
I would like to apply for the position of title of job you’re applying for which was advertised today in the Type where you saw it advertised here – eg, Huddersfield Connexions Centre, Huddersfield Examiner.

This job would be ideal for me.  Type the reasons why - eg, I have just completed a BTEC National Diploma in web design, I can supply designs I have developed during my course.  
I enclose a copy of my curriculum vitae as requested. I am really interested in working for your company and I feel I have the skills and experience you require.
I look forward to hearing from you.
Yours sincerely
Type your name here
enc
