Your Name

Your Compaay Namme
Strect Addeess

Ciy, couaty. postcode:
Dare

Recipieat Name
Title

Company Name
Street address
City, couary, postcode

Dear Recigient mame:
‘Your Company Name eavployed Employee Name fulltme 2 asenior editor. For moce than
fous years our et Ha
recent layoff was the direct ‘our Compan
this slow econommic quaster. mmvmwm Name dmdwmmaldewm&
indefiniely.

Employee Sbe i more ! f

Empl 3 managed
one writer and e copy editor. Wi the help of s team, she produced 3 high-quality
‘newsletter every month and never missed

As pant of her formes ibilities, Exiploy i our secter
mmﬂmmmmmummmmgmﬂ Peess in my field would
she was interesting to alk accumately
refccted tir feedback. | blieve thatdeveloping quality reltionships with industry
petitors ity of each Your Company and Employee
Name's consistent contrbutions o that end are 3a excelleat cse i poiat

I Name, you can
telephone mumber.

Yours sincerely,

Your Name
Title



