(Center the entire letter on the page.  Hint:  Under “File” go to “Page Set Up.”  Select “Layout” and under “Vertical Alignment” select “Center”)

1318 E Maryland Dr

Lincolnshire, IL  60665

November 30, 2003

(Quadruple space between the heading and the inside address)

The Print Shop

Mr. Michael J. Cramer

465 Virginia Ave

Hobart, IL  55458

(Double space between the inside address and the salutation)

Dear Mr. Cramer:

(Double space after the salutation)

I am currently applying for a number of part-time openings to save money for my schooling at Tri-County Technical School.  With your permission, I would like to list you as a personal reference.

Currently, I am enrolled in the Commercial Art and Printing program and will graduate in May 2004.  Several jobs in the area have recently opened up in the printing industry, and I would greatly appreciate your willingness to discuss my performance under your supervision at The Print Shop with potential employers.

I will send a copy of my semester grades to you when they arrive, along with any current information that you may be able to use.  I will contact you next week to confirm your willingness to act as a personal reference for me.

Thank you for your help, Mr. Cramer.

(Double space between the body and the closing)

Sincerely,

(Quadruple space between the closing and the signature.  Be sure to sign the letter)

James A. Costello

