____ (Your Name)

____ (Street address)

____ (City, State  zip)

____ (Phone)

____ (Email)

____ (Date)

Ad #___ (number found in the ad job posting)

____ (Name of publication in which ad appeared)

____ (Address)

____ (City, State  zip)

An ad for a ____ (job title) in the ______ department of a local ______ (type of business) appeared in the ____ (day of week), ____ (month) ____ (date) edition of the ____ (name of publication).

Kindly forward the enclosed resume to the employer, along with my request that I receive more information about the position. I am available for employment immediately.

Thank you!

____ (Your name)

Enclosure: resume

