1. Notes on business letters are pages 2-16 of this document

2. Notes on resumes are pages 17-22.

	The Basic Business Letter

When writing a business letter, you must pay attention to both the parts of a business letter and to your choice of formats. This handout will explain both concepts. 

Parts of a business letter 

Heading (Sender’s Address)
The heading consists of three lines at the top of the page. The first line gives your street address; the second line lists your city, state, and ZIP code; and the third line gives the date. When writing to companies within the United States, use the American date format (example: June 11, 2001). If you are using company letterhead, the date will be listed as the first item on the left below the letterhead. Do not write the sender’s name or title, as it is included in the letter’s closing. 
Inside Address

The inside address is the recipient’s address. The name and title of the person to whom you are writing (or the name of the department, if you do not know the person’s name) go on the first line; the name of the company or organization on the second line; the street address on the third line; and the city, state and ZIP code on the fourth line. It is always best to write to a specific individual at the firm to which you are writing. If you do not have the person’s name, do some research by calling the company or speaking with employees from the company. Include a personal title such as Ms., Mrs., Mr., or Dr. Follow a woman’s preference in being addressed as Miss, Mrs., or Ms. If you are unsure, use Ms. 
Salutation

This is placed beneath the inside address with a line of space between them. It begins with the word Dear , is followed by the name of the person to whom you are writing, and is ended with a colon. If you do not know the person’s name, address the department or position. (examples:  Dear Ms. Randolph:    Dear Mr. Kroger:     Dear Sir or Madam:                    Dear Representative:      Dear Editor:          To Whom it May Concern: ) It is also acceptable to use the full name in a salutation if you cannot determine gender. For example, you might write Dear Chris Harmon: if you were unsure of Chris's gender.

Body

The body begins beneath the salutation. Leave a line of space between each paragraph. If your body is very short, you may choose to use larger line spacing or tighter margins. When writing a business letter, be careful to remember that conciseness is very important. In the first paragraph, consider a friendly opening and then a statement of the main point. The next paragraph should begin justifying the importance of the main point. In the next few paragraphs, continue justification with background information and supporting details. The closing paragraph should restate the purpose of the letter and, in some cases, request some type of action.

Closing

The closing is placed two lines below the body. Capitalize the first word only (i.e., Sincerely yours,) and leave four lines between the closing and the sender’s name for a signature. (examples: Sincerely, Sincerely yours, Respectfully, Respectfully yours, Cordially, Yours truly, )

Signature

The signature should be written in dark ink in the four lines between the closing and the sender’s name and title.

Enclosures

If you have enclosed any documents along with the letter, such as a resume, you indicate this simply by typing Enclosures one line below the closing. As an option, you may list the name of each document you are including in the envelope. 
Typist initials

Typist initials are used to indicate the person who typed the letter. If you typed the letter yourself, omit the typist initials.

A note about format and font

When writing business letters, you must pay special attention to the format and font used. The most common layout of a business letter is known as block format. Using this format, the entire letter is left justified and single spaced except for a double space between paragraphs. Another widely utilized format is known as modified block format. In this type, the body of the letter is left justified and single-spaced. However, the date and closing are in alignment in the center of the page. BLOCK format is the easiest to use and remember.
Block Format
Modified Block Format
123 Any Street

Biloxi, MS 39564

March 16, 2006

Ernie English
1234 Writing Lab Lane 
Write City, IN 12345

Dear Mr. English:

The first paragraph of a typical business letter is used to state the main point of the letter. Begin with a friendly opening; then quickly transition into the purpose of your letter. Use a couple of sentences to explain the purpose, but do not go in to detail until the next paragraph.

Beginning with the second paragraph, state the supporting details to justify your purpose. These may take the form of background information, statistics or first-hand accounts. A few short paragraphs within the body of the letter should be enough to support your reasoning.

Finally, in the closing paragraph, briefly restate your purpose and why it is important. If the purpose of your letter is employment related, consider ending your letter with your contact information. However, if the purpose is informational, think about closing with gratitude for the reader’s time.

Sincerely, 

Lucy Letter


         123 Any Street

             Biloxi, MS 39564                               
           March 16, 2006

Ernie English
1234 Writing Lab Lane 
Write City, IN 12345

Dear Mr. English:

       The first paragraph of a typical business letter is used to state the main point of the letter. Begin with a friendly opening; then quickly transition into the purpose of your letter. Use a couple of sentences to explain the purpose, but do not go in to detail until the next paragraph.

      Beginning with the second paragraph, state the supporting details to justify your purpose. These may take the form of background information, statistics or first-hand accounts. A few short paragraphs within the body of the letter should be enough to support your reasoning.

      Finally, in the closing paragraph, briefly restate your purpose and why it is important. If the purpose of your letter is employment related, consider ending your letter with your contact information. However, if the purpose is informational, think about closing with gratitude for the reader’s time.

                                 Sincerely, 

                                     Lucy Letter

· 


Business Envelope

A business envelope is a standard 9 ½ by 4 inches. The inside address should be placed near the center of the envelope; the return address is positioned in the upper left-hand corner. Each address on the envelope should be typed. 

In some cases, it may be acceptable to fax a letter to a company in lieu of mailing, but be sure to complete a fax cover letter to accompany your letter. Also, it has become standard practice within companies to email letters or memos. Keep in mind that if your letter is to be perceived as important, it must still contain the basic parts formatted above, but often without the mailing addresses.

Whenever you write a business letter, always make a copy for yourself by saving your work in a folder on your computer, or by printing out an extra copy. 

If your computer is equipped with Microsoft Office 2000, the Letter Wizard can be used to take much of the guesswork out of formatting business letters. Letter Wizard should only be used if you have a basic understanding of how to write a business letter. Its templates are not applicable in every setting. Therefore, you should consult a business writing handbook if you have any questions or doubt the accuracy of the Letter Wizard.

Another important factor in the readability of a letter is the chosen font. The generally accepted font is Times New Roman, size 12, although other fonts such as Arial may be used. 

Common Business Letter Types:

· Letter of Request – request or inquiry

· Letter of Complaint – complaint or problem

· Letter of Adjustment – response to a written complaint

· Letter of Appreciation – praises a business or person

· Letter of Application (Cover Letter for Résumé) – used in job searches

· Letter of Recommendation or Reference – recommending (or not recommending) product, service, or person

· Letter of Rejection/Refusal or Acceptance– informing of a non-hire or non-renewal or hire/ renewal

· Letter of Resignation – informs a business of your resignation

· Letter of Thanks – thanks a person for an interview or their time or efforts
Letters of Application and Supporting Documents

If you feel that you fully understand a position and that you are qualified for it and sincerely interested in it, you should begin developing your written job application materials based on this knowledge and your research. All of your letters should demonstrate your knowledge of the position and company, and suggest ways in which you can make positive and important contributions in that position. Letters of application are generally one page in length and contain the following essential information: 

INTRODUCTION (1 PARAGRAPH)

In the introductory paragraph, mention the job objective and the source of the vacancy. Indicate specifically the position for which you are applying by subject, grade level, or school, and the actual source of the vacancy, i.e., the job vacancy web site of the Educational Career Services Office of the University of Illinois. If you are writing a letter of inquiry, your job objective will be the types of positions in which you are interested if they become available (subject and grade levels) and when you will be available for employment (month and year). 

BODY (1 TO 2 PARAGRAPHS)

In the paragraphs in the body of the letter, provide identifying information about who you are and where you are currently living, attending school, or are employed; reasons why you are interested in the position and what you know about the position, school, and district; statements about your qualifications, such as degrees, certificates completed, and student teaching experience, relevant educational and non-educational work experience, and outstanding academic or non-academic accomplishments. 

CLOSE (1 OR 2 PARAGRAPHS)

In the final paragraphs of the letter, you need to mention the date you are available for employment, your interest in having a job interview, dates you will or will not be available for interviews, and your willingness or recent actions to request transcripts or placement files. In addition, you may wish to request other information that you need, such as school district application forms or other information about application procedures, or dates on which their administrators may be recruiting in your placement office. 


Preparing Post-Interview Thank You Letters

Post-interview thank you letters are sent immediately after you return home from an interview. The thank you letter is imperative and reflects your knowledge of professional/business etiquette and protocol. In your letter, you can express your appreciation to all of the individuals who participated in your interview, reinforce your name, application, and qualifications to the employer, and indicate whether or not you are still interested in being considered a candidate. 

If you are interested in the position, indicate this as clearly as you can. If you are no longer interested in the position, indicate this as clearly and politely as you can and thank the employer for taking the time to interview you. You may wish to indicate to the employer the reasons why you are no longer interested if it seems appropriate and important to do so (i.e., acceptance of other employment, a decision to continue formal education instead of seeking a full-time position, etc.). While you are not required to provide a reason, it is polite and often helpful to employers to do so. 

Always send thank you letters after interviews, regardless of whether or not you had a good interviewing experience and regardless of whether or not you plan to continue to be interested in the position. This is etiquette that good job candidates demonstrate as professionals. 

When employers do not receive thank you letters from job candidates for interviews, they often assume that candidates are not aware of professional protocol that they will need to demonstrate on the job. With either assumption, employers will probably select other applicants. 

Adjustment Letters

An adjustment letter is a response to a written complaint. The objective is to inform a customer of a corrective measure that will resolve an unsatisfactory situation. It also serves as a legal document notifying the recipient that the complaint has been received and is being properly handled. 

Keep in mind that your reader has been inconvenienced and that this is a prime goodwill building opportunity. Everybody makes mistakes and owning up to one only adds to the customer's confidence in continuing a business relationship. 

Counter any negativity that may be in the complaint letter with a positive approach. Be gracious and emphasize the corrective steps you are taking. Explanations for why the situation occurred are of less importance than the solution. 

The scope of your adjustment letter should reiterate the relevant facts of the claim. When the customer is right, include a forthright admission to that effect and extend a sincere apology. When the customer is not right, explain the reasons clearly and with every courtesy. 

In the first sample adjustment letter the writer makes no excuses for a mishandled shipment and explains what has been done to restore the customer's trust and confidence. In the second sample adjustment letter, the writer explains the customer's misunderstanding and offers a discount to be used on a future purchase. 

Identify your Reader

The identity of the reader to whom you are responding with a claim adjustment will be found in the complimentary close of a complaint letter. 
Establish your Objective

The objective of an adjustment letter is to inform the reader that an unsatisfactory situation is being corrected. You should avoid excuses or long-winded explanations for what went wrong. Stick to the facts of the adjustment and your reader will comprehend the corrective action that you are offering or have already implemented. 

Any company or business organization with a legitimate complaint lodged against them will normally act quickly to resolve the problem. Doing so fulfills a primary business goal: keeping the customer satisfied. 

In the first paragraph of sample adjustment letter #1 the writer apologizes for an incorrect shipment and clearly admits that a mistake has been made. He then provides the details of the solution. In the end he does not reiterate his apology. Once said, leave well enough alone and focus on positive actions. 

Determine your Scope

The scope of an adjustment letter should reiterate the relevant facts of a claim, accept responsibility for an error or defect, and offer an apology. It should provide the reader with an exact description, including dates, times and places that corrective actions will take place. 

In sample adjustment letter the writer explicitly goes beyond that which was called for in the claim. In an effort to retain goodwill he discounts the original purchase price with a credit to the account of the inconvenienced customer. 
Appreciation Letters

Appreciation letters are among the most important forms of correspondence. An appreciation letter is important because it:

· Can form or strengthen positive business and personal relationships.

· Promotes opportunities for further interpersonal collaboration.

· Praises a person or business for an outstanding performance or a job well done.

· Encourages or motivates someone to reach even greater accomplishments. 

· Thanks someone for their needed assistance or helpful contribution.

· Acknowledges receipt of a resume, invitation, report, or another important document.

8 appreciation letter tips to consider:

1. Explain why you are writing to express your gratitude.

2. Be sincere--most people can sense when you are not being honest.

3. Write clearly and concisely; this is no time to be longwinded or flowery.

4. Handwrite your personal appreciation letter on a sheet of stationery, but use customized letterhead for business correspondence.

5. Write the appreciation letter within a few days of whatever happened to inspire your gratitude.

6. Address your appreciation letter to a specific person, if possible, not just to the company or to the organization in general.

7. A sincere, well-written appreciation letter can create or strengthen interpersonal rapport and can open doors to other productive opportunities in the future.
Tell the supplier that you are pleased with the service or product.
Sample Sentences:
· We want you to know how pleased we are with the outstanding service you have given us. 

· I couldn't let our contract end without telling you how much I have enjoyed your friendly service. 

· For five years you have faithfully delivered top quality products to our door. 

· It's a pleasure to work with people who know the meaning of efficiency. 

· I would like to compliment your foreman on finishing the work a week before the deadline. I appreciate the timely completion and the excellent workmanship. 

· We have appreciated the friendly business relationship we have had with your company. 

· The brochure you created for us was a huge success. 

Phrases:
· have appreciated 

have been impressed with 

have enjoyed your 
how satisfied we have been 

· how pleased we are 
how very much 


it's a pleasure to 

never fail to be impressed 

· our sincere appreciation 
so rare nowadays 


such excellent quality 
the outstanding service 

· the quality of 

to let you know 


to thank you for 

top quality products 

· want to express our 
want you to know 

Elaborate on the compliment. 

Sentences:
· Rarely has a supplier given us such complete cooperation. 

· We have always been able to rely on your flexibility and courteous service. 

· Your staff has consistently made extra efforts to assist us in completing our projects on time. 

· Your supporting work on the Doe project did not go unnoticed. 

Phrases:
· a commendable job 
at a very reasonable cost 
come through for us 

consistently excellent service 

· creativity and initiative 
did a great job 

know that we can depend on 
knowledgeable and helpful 

· made a special effort to 
most satisfactory relationship
rendered invaluable assistance 
save me the trouble 

· strong and durable 
such impressive efficiency

the wonderful service you provide
tireless efforts 

· to meet our needs 
well before the deadline 

Add a final word of thanks. 

Sentences:
· Thank you for your support. 

· Thank you for your assistance. 

· We look forward to many more years of cooperation. Thanks. 

· Thank you for the timely deliveries. 

· Thank you for your promptness. 

Phrases:
· a continuing relationship 

buy from you again 
convey our thanks 
dealing with you again 

· for the excellent service 

for the fine job you did 
look forward to 

many more years of 

· our wholehearted appreciation 
please pass on my 
producing such a fine 
thank everyone involved
thank you for 



the next time 

our sincerest thanks
the quality of 

· trying your other products 

will come back to you 
will be sure to 

working with you again
· mutually profitable relationship
SAMPLES:

(Only the body appears here; all other information is formatted using standard block format.)

On behalf of the English 1034 class, I would like to express my appreciation for the instruction that you provided to our diverse organization. Your level of professionalism was above and beyond what was expected. With well-planned lessons and meaningful discussions, you proved a learning environment that made it easy to learn such difficult material. Please accept my sincere gratitude for all that you have done. My classmates and I cannot thank you enough.

__________________________________________________________________________________
Please allow me a few moments of your valuable time to discuss the performance of one of your employees, Jane Doe.
I am a client of your company and recently called to inquire about a lengthy insurance question. Jane Doe was extremely helpful in assisting me with a very complicated and emotional matter. She handled my situation with utmost care, and did not pass me off to another representative when she did not know the answer to my question. Instead, she fully researched the information, and called me at my house within minutes. I believe that all employees should behave in such an exemplary manner, and I would recommend her for a customer service award, if your company has one.

Complaint Letters

A complaint letter, also known as a claim, advises a business that an error has been made or that a defect has been discovered. The objective is to provide detailed information regarding the error or defect. It also serves as a legal document notifying the recipient that a correction or adjustment is being requested. 

Keep in mind that your reader is most likely a trained customer service professional and not the person responsible for the error or defect. Rather than being angry, use a firm but courteous tone when stating your complaint. Remember, it is results you are after. 

The scope of a complaint letter should include only the relevant facts validating your claim and a request that appropriate corrective steps be taken. The scope may also detail the options that you are willing to accept in satisfaction of the claim. In the sample complaint letter the writer explains that an incorrect shipment was received and that a promised correction has not materialized. He then proposes two equally satisfactory solutions. 

Identify your Reader

Although a clearly identified reader is not absolutely necessary, a complaint letter should be addressed to the person who is most able to resolve an unsatisfactory situation. In a very small business the owner is generally the contact person. In a mid-size company a vice president or upper level management person solves problems. Large companies often have a Customer Service department to whose attention a complaint can be addressed. In these cases, the inside heading should contain just the name and address of the company. The salutation will then be replaced by a simple attention getting device such as that shown in the sample complaint letter. 

Establish your Objective

The objective of a complaint letter is to prompt an action that resolves a conflict. You should avoid threats and accusations when providing the details of your complaint. Stick to the facts and your reader will comprehend what went wrong and what action you expect to have implemented. 

Any company or business organization with a legitimate complaint lodged against them will act quickly to resolve the problem. Doing so fulfills a primary business goal: keeping the customer satisfied. 

In the first sentence of the sample complaint letter, the writer clearly states that he has received an incorrectly filled order, establishing legitimate grounds for both his complaint and request for corrective action. 

Determine your Scope

The scope of a complaint letter should encompass the relevant information necessary to resolve a problem, correct an error or repair a defect. It should provide the reader with exact descriptions, including dates, times and places. It should reference purchase orders, invoice numbers, payment records and even dollar amounts when appropriate. 

In the body of the sample complaint letter the writer politely expresses dissatisfaction that a problem's promised resolution is long overdue. He supports his claim with facts. 

Draft, Write, Review and Revise Your Letter

After brainstorming and writing your basic letter, reviewing and revising your complaint letter is the final step in the writing process. You will check your draft in this step, making sure that your objective is clear and your scope is concise. Put yourself in the reader's shoes as you examine the rough draft. Ask yourself, as the recipient, whether you are able to comprehend the request quickly and if enough information has been included to enable a timely response. 

Look for the obvious errors first. Check for spelling, sentence structure and grammar mistakes. Remember that a passive voice is not as commanding as an active one. You want your inquiry to be strong, so write with an active voice. 

Keep in mind is the overall cohesiveness of the whole unit. Look for accuracy, clarity and a sense of completeness. Ask yourself if the transitions between paragraphs are working and if your point of view, tone and style are consistent throughout the text. 

Examine your word choices carefully. Ambiguous words lead to confusion. Jargon and abstract terms may not be understood at all and affectations, clichés and trite language serve no real purpose and will obscure your objective. You want to help your reader understand exactly what it is that you want, so remove all that is not helpful. 

And finally, if you have not written an opening or a conclusion now is the time. The introduction needs to lead into the body of your letter with a firm statement about the subject of your inquiry and enough supporting information to keep the reader reading. Your closing remarks need to reiterate your objective with a question that calls for an action. 

Letter of Request (Inquiry Letters)
A letter of inquiry is a letter of request. The objective is to get the reader to respond with an action that satisfies the request. The action taken can benefit either the writer or the reader, and sometimes both. That being the case, the scope of an inquiry letter must include enough information to help the reader determine how best to respond. 

In the sample inquiry letter there is a benefit to both the writer and the reader. In it the writer asks for some information and some help. She also makes an offer to the reader that provides an incentive to act. 

Here are the steps to follow when writing an inquiry letter: 

Identify Your Reader

An inquiry letter should be addressed to a specific person whenever possible. Doing so improves your odds on receiving a reply. Naming a person in your letter's salutation, and on the inside heading and envelope informs the reader that you have done your homework. It announces that you have identified them as being the likely contact person to whom you can direct your request, and to whom you can turn for help. 

Identifying your reader is not always possible, but often a quick phone call will do the job. Most businesses and organizations will supply names and contact procedures over the phone. It is especially important to check on procedures, as it is not unusual for large companies to have specific protocols for contacting their employees and associates. You will be expected to follow them. 

Remember that people do business with people first, businesses second. Valuable time can be lost when an inquiry letter is sent to the wrong person or address. In the inside heading of the sample inquiry letter the reader is identified by both his name and the title he holds. In situations where you do not have the name of a contact person to address, consult the Formatting Business Letters page for acceptable options. 

Letters of Resignation 

When writing a letter of resignation, it's important to keep your resignation letter as simple, brief, and focused as possible. It should also be positive. 

Once you have made the decision to move on, there's no point in criticizing your employer or your job. Your letter of resignation should include information on when you are leaving. You can also let the employer know you appreciate your time spent with the company. When you're not sure what to write, review resignation letter samples to get some ideas. 

Your resignation letter should include: 

· The fact that you are leaving and date when your resignation is effective. 

· Thanks to your employer for the opportunities you have had during your employment. 

Regardless of why you are resigning or how you feel about it, if you mention why you are leaving, make sure that you do not include anything negative or disparaging about the company, your supervisor, your co-workers, or your subordinates. Never burn your bridges!

This letter will be included in your employment file and could be shared with potential future employers, therefore, it should be professional and polite. 

See below for additional sample resignation letters. Only the body of the letters has been provided; all other information would be formatted as standard block format. 

Sample Letters of Resignation 

Dear _____: 

The purpose of this resignation letter is to inform you that I will be leaving my position with ABC Company effective October 1, 2006. I will be relocating to the New York City area in the near future. 

I have appreciated both being part of the ABC team and the opportunities that have been provided to me during the last several years. 

Please let me know if I can be of assistance during the transition. You can reach at the above address if you have any questions or need any further information. 
___________________________________________________________________________________________________________
Dear _____: 

Please accept this letter as formal notification that I am leaving my position with XYZ company on September 15, 2006. 

Thank you for the opportunities you have provided me during my time with the company. 

If I can be of any assistance during this transition, please let me know. 

	How to Write the Perfect Refusal or Rejection Letter

by Larry Barkdull, Award-Winning, Nationally Recognized Writer


In order to make this type of negative message easier to write, both the Refusal Letter and the Rejection Letter need to be short, congenial, and to the point. This article will give you some valuable tips on crafting a professional, courteous, and effective letter.

Refusal Letter

Imagine this scenario: you've been offered a desirable position and you've accepted it. Now it's time to write a Refusal Letter to any other companies that may have offered you employment. You should notify them as soon as possible so they can resume their employee search. It is a mark of professional courtesy to send a Refusal Letter.

Here are some guidelines for your Refusal Letter:

· Say "Thank you." Graciously thank the employer for his/her time, interview(s), offer of employment, and any special considerations that may have given you during the hiring process.

· State your refusal clearly. Don't use a buffer to begin a negative message. Experienced employers can anticipate what's coming anyway. Be courteous, but get to the point quickly.

· Explain your reasons. The more specific the reason for refusal, the better. For example, tell the employer that you have accepted another offer because it more closely matches your educational degree, your career goals, your desired job location, etc.

· Close the letter courteously. Close the door on your relationship gently by ending on a note of goodwill. Who knows? You may be approaching this same employer for another job down the road.

Rejection Letter

If you are writing a Rejection Letter for another reason, your goal should be to make the reader feel that he/she would do the same thing if the situation were reversed.

· Get to the point. It is better to deliver the message of rejection in the beginning rather than placing it farther down in the Rejection Letter.

· Be brief--don't verbally attack the point. You want to be straightforward, not argumentative. Briefly state how you came to your decision. This will help the reader realize that you were trying to make a decision that was best for everyone.

· Make the ending short and sweet. Depending on the circumstances, conclude with a statement of goodwill. However, this is not always necessary. In some situations, positive endings actually annoy readers and sound condescending. The professional wording and tone of your Rejection Letter are the most important considerations.

· Close the letter courteously. Close the door on your relationship gently by ending on a note of goodwill. Who knows? You may consider this applicant for another job down the road. A friend of mine turned down a company twice. The owner said, "Good people like you are hard to find. We hope you apply again. Three times is a charm."

· Final Note: As a mark of professional courtesy, send your Refusal or Rejection Letter in a timely manner--as soon as you officially accept the position you have chosen.

Job Rejection Letter from a Potential Employee
(A person not wanting to take an offered position)

George Gilhooley 
87 Delaware Road 
Hatfield, CA 08065 
(909) 555-5555 

Date 

Dear Mr. Gilhooley, 

Thank you very much for offering me the position of Marketing Manager with Hatfield Industries. It was a difficult decision to make, but, I have accepted a position with another company. 

I sincerely appreciate your taking the time to interview me, and I also appreciate the opportunity to learn more about you and your company. 

Again, thank you for your consideration. 


Signature 

Susan Markstone 

Job Acceptance from an Employer
(Body only is shown; all other fields to be formatted as standard block)


After reviewing your qualifications, we are pleased to offer you the position of [job title] for 
[company name]. If your plans have changed and you do not intend to accept the position, please 
notify me immediately at [phone number]. Otherwise, your employment with us is scheduled to 
begin on [date]. Please stop by my office at [time] on that day to receive information on your 
employee benefits. We look forward to welcoming you to [company].
Job Rejection from an Employer
(Body only is shown; all other fields to be formatted as standard block)
Thank you for the interest you have shown in the position of Sous Chef at the Imperial Café. Though your interview and application were well-received, I regret to inform you that we have chosen an applicant whose abilities and experience more closely match the particular needs of this position. We encourage you to continue to apply for positions that become available in our kitchens, as well as any other positions at Imperial Café. Thank you again for your interest.

Kindest regards,

Writing Reference Letters 

Almost everyone is asked to write a reference letter at some time during their career. Whether it's for an employee, a friend, or someone you've worked with, it is important to be prepared to write an effective letter of recommendation. It's equally important to be ready to say "no" if you're not comfortable recommending someone for employment. 

It's actually in the person's best interest for you to politely decline writing a reference letter if you can't provide more than a wishy-washy endorsement. A less than positive reference can cause as much harm as a negative reference. Employers are usually good at reading between the lines and will pick up on what you're not saying. If you decline, the person can move on to another reference who may be able to provide a glowing recommendation. 

A simple way out is to say that you are not familiar enough with their work or background to provide a reference. That way you can minimize any potential hurt feelings. 

If you're thrilled to be asked, but, not sure what to say, ask the person for a copy of their resume and a list of accomplishments. This will give you guidelines to use when composing a letter. Start by describing how long you've known the person and in what capacity. Include dates of employment and details on how you've worked with (or known) the person. 

Continue by describing the person's skills and performance and what makes them an ideal candidate for a potential new employer. Also include two or three outstanding attributes. End by summarizing why you are recommending this person for employment. You may also want to provide a phone number or email address so employers can follow up if they have questions or want more information. 

Requesting References 

If you're interviewing for a new job, expect to have your references checked prior to getting an offer. Having good references can be the clincher to getting that new job. Plan ahead and compile a list of references and some letters of recommendation now, so you're prepared when a prospective employer requests them. 

Who To Ask For References 

Who should you ask to provide references? On the average, employers check three references for each candidate, so have at least that many ready to vouch for you. It's important to know your references, to select the right people, and to get their permission to use them. You need responsive people that can confirm that you worked there, your title, your reason for leaving and other details. It's also very important to have a good idea idea of what they are going to say about your background and your performance. 

It's perfectly acceptable to use references other than your employer. Business acquaintances, professors/academic advisors, customers, and vendors can all make good references. If you volunteer consider using leaders or other members of the organization as personal references. 

When leaving a position you should ask for a letter of recommendation from your manager. As time passes and people move on, it's easy to lose track of previous employers, so with letters in hand, in advance, you'll have written documentation of your credentials to give to prospective employers. If you haven't done so already, it's never to late to go back and ask for letters from previous employers to include in your personal files. 

How To Ask For a Letter of Recommendation 

Don't ask "Could you write a letter of reference for me?" Just about anyone can write a letter. The problem can be what they are going to write about. Rather, ask "Do you feel you know my work well enough to write me a good recommendation letter?" or "Do you feel you could give me a good reference?" That way, your reference writer has an easy out if they are not comfortable writing a letter and you can be assured that those who say "yes" will be enthusiastic about your performance and will write a positive letter. Offer to provide an updated copy of your resume and information on your skills and experiences so the reference writer has current information to work with. 

In addition to references, you may be asked for contact information concerning your supervisor. However, prospective employers should get your permission before contacting your current supervisor to avoid jeopardizing your current position. 
Writing Thank You Letters 

Writing a thank you letter, or thank you email, after an employment interview is a must. In fact, some employers think less of those interviewees who fail to follow-up promptly. Plan to send out your thank you letters as soon as possible (preferably within twenty-four hours) after your interview. 

Customize Your Thank You Letters 

Like any piece of writing, it is best to keep your audience in mind. Address their issues and concerns. In general, typed (paper or email) thank you letters are recommended. Consider the "personality" of the organization and the rapport you felt during your interviews. If your interview was a fairly informal process and/or you achieved an immediate rapport with your interviewer, a handwritten note may be fine. When you're not sure what to write, review thank you letter samples to get ideas. 

In addition to thanking the person you talked with, the thank you letter reinforces the fact that you want the job. 

Note: Even if you do not want the job, write a thank you letter respectfully withdrawing your application, because you never know what the future holds, so why burn your bridges? 

View Your Thank You Letters as Sales Letters 

You may also view your thank you letters as follow-up "sales" letters. In other words, you can restate why you want the job, what your qualifications are, how you might make significant contributions, and so on. This thank you letter is also the perfect opportunity to discuss anything of importance that your interviewer neglected to ask or that you neglected to answer as thoroughly, or as well, as you would have liked. 

Group Thank You Letters 

What if you spent an entire day being interviewed (and taken to lunch) with several people? Are individual thank you notes appropriate or should you write a "group" letter? Choose your approach based on what you think will be most in keeping with the "personality" of the organization. Also, consider whether the interviews had very much in common with one another. If there was a great deal of similarity (i.e., shared concerns mutually voiced by your interviewers), perhaps a "group" letter will suffice. My preference though, would be to take the extra time and send an individual thank you letter to everyone you met with. 

Lunch or Dinner Interviews 

When dining and interviewing be sure to thank everyone you spend time with, both for the meanl and for taking the time to discuss the position and the company with you. 

When You're Not Sure What to Write 

Time takes precedence - get a simple, appreciative thank you note in the mail or send a thank you by email without delay; save your creative efforts for another time. If you're not sure what to write, review a few sample thank you letters. 

Remember to Proofread 

Check spelling, grammar, typos, etc. If in doubt about the correct names, spellings or titles of your interviewers, call the office to double-check. Your efforts will be worth it! 

Your Name 
Your Address 
Your City, State, Zip Code 
Your Phone Number 
Your Email (If Applicable)
Date 

Name 
Title 
Organization 
Address 
City, State, Zip Code 

Dear Mr./Ms. Last Name: 

I appreciate you taking the time to speak to me about the internship position available at Jones Corporation. I am excited about the opportunity to intern with such a well-regarded organization. 

The internship, as you presented it, seems to be an excellent match for my skills and interests. I am confident that my coursework in accounting will enable me to be a productive member of team. In addition to my enthusiasm, I will bring to the position a willingness to learn, both about the company and the accounting field. 

I appreciate the time you took to interview me. 

I am very interested in working for you and look forward to hearing from you. If I can provide you with additional information, please let me know. 

Thank you for your consideration. 

Sincerely, 

Your Signature 

Your Typed Name 

A Résumé is a summary of your goals, experience, and education that shows your qualifications for a particular job. An employer will often ask for one when you apply for a job. They make you appear organized, serious and goal-minded (even if you are applying at McD’s).

Keys to a Great Résumé
· Use correct spelling

· Be concise

· Use active verbs, not passive (When describing a previous job, complete the sentence: “I used to...” Organize and stock shelves. Note: you do not write the “I used to” part; rather, say it to yourself to keep the right format.) 

· Highlight skills, experience, or educational background that shows your qualifications for a specific job.

· Remember to include awards, recognition, and community service.

· Never had a real job? Include babysitting (child care) or other responsibilities. Focus your resume on what you HAVE done.

Things Not To Do:

· Do not use complete sentences or begin statements with personal pronouns

· I can speak French fluently = Fluent in French

· Do not make any reference to age, sex or religion, height, weight, race, marital status, sexual orientation, or peronal information such as your social security #. Once you are hired, you may be asked to supply some of the info. (such as SS#) on the application or processing papers.

· Do not state salary history or wage expectations, this can be discussed in the interview or after hiring.

· Do not include a photo

· Do not list hobbies and interests (ones that do not pertain to the job)

· Do not put a non-professional email address (hottie45U2@whatever.com is not 
acceptable)

· Traditionally a resume goes back no more than 5 years. For high school students, do not go past junior high. Avoid referring to “7th grade”- simply list the year and month you won the award.

Things To Do:

· Use résumé paper (Available at Wal-Mart, Kmart, and Office Depot)

· Proofread

· Use quality printer and ink, or take to Office Depot

· Use standard font (and only use one)

· Use the “small caps” function in the fonts for your name at the top. Make it bold or shadow it.
· Spell out street names

· List your anticipated graduation date (Biloxi Senior High School Anticipated Graduation: 2006)
· Take care to keep a neat, clean copy on hand. Put in a folder in your car. (You never know when you’ll need it!)

· Submit résumé before places are “taking applications”

· Bring two copies with you to an interview (even if they already have it; they may want to immediately give it to a higher-up!)

· Have personal references available:

· Ask potential reference people FIRST! Not asking could land you a bad reference!

· Get names, titles, addresses and phone numbers and be sure they are right

· DO NOT use family or “buddies”. Previous employers, pastors, teachers, friends of your family are examples of who to use.

· Use the same heading as your résumé so employers see your name.

Jane E. Doe
1600 Tree Lane ●  Biloxi, Mississippi  39530
(228) 388-0000  ●  jane doe@yahoo.com

OBJECTIVE

To gain admittance to a four-year university that will allow me to obtain my educational, personal, and career goals through a degree in journalism.

EDUCATION

Biloxi High School

Anticipated graduation: May 2002
Biloxi, Mississippi

RELEVANT COURSES


● Desktop Publishing


● Personal Finance

● Web Page Design 




● Debate



● Journalism I, II

● Photography



● Advanced Placement English
● Creative Writing

● Quill and Scroll

SKILLS

· Proficient in programs such as Microsoft Word, PowerPoint, Explorer, and Quark Express

· Able to work independently or in a group setting

· Able to meet important deadlines; punctual

SPORTS INVOLVEMENT

· Recreational Softball for the City of Biloxi, 2001, 2002

· All-Star Softball for the City of Biloxi, 2001, 2002, 2003

· Member of the Biloxi High School tennis team, 2000

· Team Manager - Basketball for the City of Biloxi, 2001

· Accepted to the United Soccer Academy to play in Europe, 2000
EXTRACURRICULAR & COMMUNITY INVOLVEMENT

· Accepted to attend Girl’s State at the University of Southern Mississippi, June 2003
· Selected to attend  the Global Youth Leader’s Conference in Washington, D.C. and New York, 2003
· Reporter for the newspaper staff
· Junior Editor of the Yearbook Staff at Biloxi High School
· Member of the Hi-Tide Newspaper staff, Biloxi High, 2000
· Member of The Sun Herald newspaper’s Teen Board

AWARDS AND RECOGNITION

· Most Valuable Player – Basketball, 2000, 2001

· Member of city-sponsored All-Stars, placed 5th at Nationals and 2nd at State, 2000

· Lettered in Soccer, Biloxi High School, 2002

· Elected into the “Who’s Who”  published in Biloxi Junior High’s yearbook

REFERENCES
Name 1





Name 2




Name 3

Address





Address




Address

Telephone




Telephone




Telephone

Email





Email





Email

KATHY QWAN

3334 Hillegass Avenue

Oakville, CA 94605

(555) 957-5543

  

OBJECTIVE 


To obtain a position as a Peer Counselor, with focus on developing a bridge for students of different cultures. 

  

SUMMARY OF SKILLS



· Top-notch student experienced in dealing with a wide range of cultures

· Unique combination of expertise in working with the community and with professional groups

· Dynamic leader and team-builder, consistently motivating others to succeed 

  

EXPERIENCE AND ACCOMPLISHMENTS 

1998-present 

Assistant Counselor – Center for New Americans, Oakville, CA: 

· Plan and coordinate peer counseling workshops for junior high school students; 

· Cross-cultural translation and interpretation for County Mental Health, and Department of Social Services; 

· Counsel cross-cultural girls between the ages of 12-19 from the New American Girls Program; 

· Recruit girls from different schools for the American Friends Program; 

· Run two peer support groups for teens in the New American Girls Program. 

  

1998-present 
President – Future Business Leaders of America, Oakville High School Chapter

  

1997-1998 
Secretary - Future Business Leaders of America, Oakville High School Chapter. 

  

1996-1997

Lead Teacher's Assistant – Oakville Child Center, Oakville: 

· Care for children between the ages of 5 months to 4 years old; 

· Coordinate different types of art sessions 

· Supervise and train teacher’s assistants

  

EDUCATION 

Oakville High School


Anticipated Graduation: May 1999

Oakville, California. 




     GPA 4.0

  

REFERENCES


Sample Resume Words:
experience

proficient

knowledge

familiar

transaction

assist

oversee

accord

prepare

instruct

generate

disburse

honest

loyal

trustworthy

correspond

customer service 

exceed

expectation

flexible

dependable

reliable

responsible

respectful

cooperative

excellent

Good Phrases to Include (if applicable)

· proficient in operating….

· experience with…

· excellent customer service skills

· alble to multi-task

· able to work under pressure

· able to meet deadlines

· capable of…

· excellent cash handling skills

· able to work independently or in a group setting

· a team player

· able to lead, yet also follow

· excellent written and oral communication skills

· able to actively listen to and resolve or respond to customer concerns

Format all of these types of statements in your job descriptions by writing present tense verbs OR past tense; whichever you choose, but BE CONSISTENT!!!

Cashier 8/05 – 3/06
Disburse cash, train new employees, assist customers, and prepare drive through orders.

OR

Cashier 8/05 – 3/06
Disbursed cash, trained new employees, assisted customers, and prepared drive through orders.

Write an objective for a resume. You can use my examples as a basis and change them to fit your goals.

To obtain a position which will utilize my academic strengths and technical skills in an environment conducive to new learning experiences.

To obtain a position in retail sales which will utilize my strong customer service skills and offer new learning experiences.

Obtain three references to go on your resume. List their name, address, tel #, and job title (and place of employment, if applicable). 

You must ask the person if you may use them as a reference. DO not ask for home telephone numbers of teachers; in most cases the work address and work telephone will suffice. Examples of people to ask: Teachers, counselors, coaches, pastors/priests, friends of the family, previous employers, etc. As a teenager it is a good idea to use adults as references. DO NOT use buddies, friends, or family members. It is too obvious that they will be biased.

POWER WORDS
A. accelerated accomplished achieved addressed administered advised allocated answered appeared applied appointed appraised approved arranged assessed assigned assisted assumed assured audited awarded 

B. bought briefed broadened brought budgeted built 

C. cataloged caused changed chaired clarified classified closed collected combined commented communicated compared compiled completed computed conceived concluded conducted conceptualized considered consolidated constructed consulted continued contracted controlled converted coordinated corrected counseled counted created critiqued cut 

D. dealt decided defined delegated delivered demonstrated described designed determined developed devised diagnosed directed disbursed discussed distributed documented doubled drafted 

E. earned edited effected eliminated endorsed enlarged enlisted ensured entered established estimated evaluated examined executed expanded expedited experienced experimented explained explored expressed extended 

F. filed filled financed focused forecast formulated found founded 

G. gathered generated graded granted guided 

H. halved handled helped 

I. identified implemented improved incorporated increased indexed initiated influenced innovated inspected installed instituted instructed insured interpreted interviewed introduced invented invested investigated involved issued 

J. joined 

K. kept 

L. launched learned leased lectured led licensed listed logged 

M. made maintained managed matched measured mediated met modified monitored motivated moved 

N. named navigated negotiated 

O. observed opened operated ordered organized oversaw 

P. participated perceived performed persuaded planned prepared presented processed procured programmed prohibited projected promoted proposed provided published purchased pursued 

Q. qualified questioned 

R. raised ranked rated realized received recommended reconciled recorded recruited redesigned reduced regulated rehabilitated related reorganized repaired replaced replied reported represented researched resolved responded restored revamped reviewed revise 

S. saved scheduled selected served serviced set set up shaped shared showed simplified sold solved sorted sought sparked specified spoke staffed started streamlined strengthened stressed stretched structured studied submitted substituted succeeded suggested summarized superseded supervised surveyed systematized 

T. tackled targeted taught terminated tested took toured traced tracked traded trained transferred transcribed transformed translated transported traveled treated trimmed tripled turned tutored 

U. umpired uncovered understood understudied unified unraveled updated upgraded used utilized 

V. verbalized verified visited 

W. waged weighed widened won worked wrote 

More power suggestions to use in your résumé

ability capable capability capacity competence competent complete completely consistent contributions demonstrated developing educated efficient effective effectiveness enlarging equipped excellent exceptional expanding experienced global increasing knowledgeable major mature maturity nationwide outstanding performance positive potential productive proficient profitable proven qualified record repeatedly resourceful responsible results significant significantly sound specialist substantial substantially successful stable thorough thoroughly versatile vigorous well educated well rounded worldwide 

http://www.rockportinstitute.com/powerwords.html
Self-Preparation Before (Re)Writing a Resume
Before you start thinking about the actual content of your resume, you really need to ask yourself a number of key questions.

What is your ideal position?

Think about the perfect job. Everybody's is different. What is it about the job you like? Working with people or not working with anybody?. Having plenty of projects or do you prefer repetitive tasks which free you mind?

What kinds of things do you like doing?

Think about your hobbies. Think about what you do at home in your sparetime that makes life worth living. Can you do it and get paid for it somewhere or in some form? It might not be quite the same, but if your job evens contains an atom of what you enjoy, you'll find you like the job.

Think about your favorite job in the past; what was it you liked about it so much?

Was there a part-time job that you really enjoyed? Maybe the job only lasted a few months, but you really liked it. What was it about that job that made you enjoy it so much? Could you find those things in another job?

Are there gaps in your employment?

If there are, it's not the end of the world. Are those gaps legitimate? What were you doing during that time? Can you turn your absence from the workplace into a positive virtue? For example, if you were travelling during a gap of three months or so, what did it teach you. Try to sell it as a gain, rather than as a loss.

Reasons for leaving each position?

Figure out the best way to explain why you left each position. The idea is to present your move in the best light possible. Above all, be honest. Getting caught in a lie is far worse than having to admit that you didn't like a particular job. Remember, at some point your potential employer will contact your past employer to get their side of the story.

Brainstorming Content
What is the actual content of your resume going to say?

Before you start putting your resume into any kind of final format, you're going to need to brainstorm the actual content.

People often freeze up when it comes time to prepare their resume for the job hunt. The reason for this, in many cases, is people don't break the process down into its respective parts. Many activities in life are made easier when we break them down into their various components and tackle them one by one.

Writing a resume is no different.

Don't worry about how your resume will look right now. Instead, think about what you're going to say. Here are the subject areas for which we need to generate content:

1) Objective
What is your objective? Do you have a definite position or industry you want to be working in? If you do, describe your objective briefly in two sentences or less. 

Feel free to write your Objective a couple of different ways until you find a way of saying what you want to do that sounds right. Remember, you don't need a finished draft just yet. Our goal at this stage of the game is to generate lots of ideas and content.

Below are some Objectives from resumes which were sent into ABA Staffing:

[Example 1]
Seeking an office management role with a reputable legal firm where I can use my skills and experience.
[Example 2]
To acquire a position where I can use my extensive experience in Accounting and Office Administration.
[Example 3]
To obtain a management or training position in a telecommunications post-sales or customer service support area of a growing, dynamic company.
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Mary Trang


7645 Kiyla Drive


Riverside, CA 93564


(555) 648-6599








Hong Quet


1223 Maple Drive


Riverside, CA 93564


(555) 549-6584











Nancy Renting


1547 Kensing Ave


Oakville, CA 93564


(555) 544-6594














