Ex. # 3
Format for a Block Style Business Letter of Application


Enter 4X’s
2123 N. Webster Avenue
Milwaukee, WI  53211
June 24, 2010     Enter 2X’s
 
Mr. Daniel Goldin 
Boswell Book  Company
2559 North Downer Avenue
Milwaukee, WI 53211 Enter 2X’s

Dear Mr. Goldwin: (Always use a colon : after the Last Name) Enter 2X’s

I would like to apply for the position of Bookstore Assistant as advertised in the Classifieds of Journal Sentinel on Monday, June 21, 2001.  I understand you are looking for someone who can help process new books and do some word processing during evenings and weekend hours. Enter 2X’s


I am 15 years old and attending Riverside University High School.  I am studying for my high school diploma and participating in the Baccalaureate Program.  My classes include American Literature, Business Education, and Microsoft Publishing.  I am currently working part-time at our school library during the school day, my duties including processing books and shelving them.  Also, I am publishing my short stories for our student newspaper.  I am an avid reader and I think you would find me a dedicated and responsible worker.  Enter 2X’s


 I am available for interview at any time after 3:00 P.M.   Please contact me at (414) 332-1234 or email me at CSimon@Yahoo.com . Enter 2X’s

Yours sincerely,  Enter 4X’s



Chris R. Simon 


Directions
· Add you header before you print this letter
·  Sign Chris R. Simon in the space left open just above Chris R. Simon’s  printed name
· Label the five parts of the Business Letter (Heading, Inside Address, Greeting, Body, Closing, and Signature.  Review Ex. 1:  Business Letter Format if needed

