Your Name
[Street Address, City, ST ZIP Code]  |  [Phone number]  |  [E-mail address]
[Pick a date]
[Recipient Name]
[Title]
[Company Name]
[Street Address]
[City, ST ZIP Code]
Dear [Recipient Name]:
In response to your advertisement in the Employment News dated [DATE], for the position of an [Accountant], I would like to apply for the same.
I am sending herewith a copy of my resume/curriculum vitae for your consideration.
Could you let me have an interview with you at an early date?
 
Sincerely,
Alex
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