999 Maple Street

Monroe, LA 71111

May 30, 2001

Mr. Joseph Doe
Smith and Jones, CPAs

444 Main Street

Monroe, LA 71111

Dear Mr. Doe:

Thank you for the opportunity to talk with you about the auditing staff position you have open.  I especially enjoyed meeting some of your staff members and getting to tour your offices.

Our discussion about your possible expansion into another location in West Monroe was very appealing to me since I already have several contacts there through my internship.  I also enjoy the challenge and excitement of being in on something new.  

I would welcome the opportunity to work with you and your capable staff in this new venture.  Please call me (380-0000) if you have any additional questions about my qualifications or interest in the position.

Sincerely,

(handwritten signature here)
John Smith
