How-To-Address-a-Business-Letter

Global enterprises

Gurugram, Haryana

97XXXXXX98

globalenterprises@yahoo.co.in

13 April 2019

Ms Alice Lowe

The managing director

Authoritarian publishers

Nebraska, US

Dear Recruiter,

This is concerning the advertisement number – XXXX dated _____ which appeared in The Times of India for the vacant post of a sales manager.

I have enclosed my resume and photocopy of mark sheets for your perusal and favourable consideration. Kindly find the same.

Sincerely,

(Signature)

Your name
