SAMPLE COVER LETTER:  RECOMMENDED POSITION

No. 421 Da Lian Road

Nanjing  000000

July 4, 2000

Mr. XXXXXXXXX

Manager of Human Resources

XXXXXXXXX Inc.

No. 102 Feng Tai Road

Nanjing  000000

Dear Mr. XXX:

Mr. Liu Da-lian, Technical Support Manager of Product Development Department, 
suggested that I contact you about an upcoming opening for a technical support 
engineer in your Customer Services Department.

I have three-year working experience in technical support for business firms and 
schools, including installing and repairing electronic alarming systems, and 
supervising the operation of a wide variety of electronic security systems. I am 
especially familiar with security systems such as XXXXXXX, XXXXXXX and 
XXXXXXX. Enclosed is my resume.

I would be glad to meet with you at your convenience. One day's notice is all I need.

Sincerely yours,

[signature]

[name, title]

Enclosure: Resume
