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Dear MACROBUTTON  DoFieldClick [Recipient Name]:

May I use your name as a reference for a job that I am interested in?

Let me bring you up to date. After I received my degree in advertising from the State University in 2000, I accepted a job in the athletic department of the university as an instructor in outdoor sports. Now after three years I’m eager to get started in the advertising field.

The job I’m applying for is assistant advertising manager of Contoso, Ltd. in Charleston. I believe I have a good chance at getting the job. I know I have the academic credentials, and I consider myself an authority on outdoor sports.

I think my experience on the school newspaper in the summer of 2000 could be very important, and I’d appreciate your support. A postcard is enclosed for your response.

Thank you for considering my request. I look forward to hearing from you.

Sincerely,
 MACROBUTTON  DoFieldClick [Your Name]
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