LETTER 1

Mr Gianluca Manchini

Compina, 68 St. Luca Street

Rome, Italia

Dear Mr Manchini,

I greatly appreciate the time you and your associates devoted to me during my visit to Rome. Thank you for your kindness and hospitality. Your organization of my time was on the top level and everything functioned wright. The warm wellcome made me feel as if I were in my home town, among people from my company. The whole staff is so kind, friendly and pleasant to talk to.

I am really satisfied with the hotel accomodation you arranged for me. It was exactly what I needed and wanted. The hotel was beautiful and comfortable. I could really see that you tried to make my stay in Rome as pleasant and memorable as possible. 

The atmosphere at the meetings was really relaxing and friendly. I believe we have the same perspective and could have very successful cooperation.

I am looking forward to hearing from you and seeing you soon.

Respectfully yours,

LETTER 2

Mr Gianluca Manchini

Compina, 68 St. Luca Street

Rome, Italia
Dear Mr Manchini,

I greatly appreciate the time you and your associates devoted to me during my visit to Rome. Thank you for your kindness and hospitality. Your organization of my time was on the top level and everything functioned wright. The warm wellcome made me feel as if I were in my home town, among people from my company. The whole staff is so kind, friendly and pleasant to talk to.

I am really satisfied with the hotel accomodation you arranged for me. It was exactly what I needed and wanted. The hotel was beautiful and comfortable. I could really see that you tried to make my stay in Rome as pleasant and memorable as possible. 

The atmosphere at the meetings was really relaxing and friendly. Unfortunately, we don’t think the circumstances and the actions on the market are suitable for the cooperation with your firm, but we believe our companies have the same perspective and maybe we could have successful cooperation in the future.

I am looking forward to hearing from you and seeing you soon.
Respectfully yours
LETTER 4
March 25th 2007

Mr. Marko Divnic 

Bel Computers 

Topolska 18 , Belgrade

Serbia

 Please accept my sincere regrets for being unable to attend your farewell party last weekend. Due to a family emergency I had to go out of town suddenly and was unable to let you know in advance that I would not be able to come. I am sure it was a lovely occasion and I am very sorry to have missed it. 

Although we had some minor disagreements, I will miss you, but realize that exciting opportunities and challenges await you. We have all benefited from your wit and wisdom and I wish you every success on your career path.


Please accept my apology once again.

Sincerely,
LETTER 6

Mr. Bill Gates

Microsoft Corp.

100 Oak Avenue, Redmond, WA

United States of America

Dear Mr. Gates,
I take a great pleasure in writing this letter to you, as an effort to start a fruitful collaboration with your company. Please, take a minute to get to know my company. We are a PR company, dedicated and hard working team of experts working on improving communication between companies and the environment. As an businessman yourself, you know how hard and how important it is to maintain your image as an environment friendly, and a socially responsible company. My company has a successful history of enhancing and maintaining these communications with all stakeholders, from experts, competitors, government, suppliers, and general public. 
We think that this collaboration would be beneficial for both sides and would have a marketing impact on the market. The vital part of every successful company is its image and image of its brands. Considering that your products are found in almost every home, we would be working on bringing these products closer to customers and creating an emotional bond with the Windows, Office, and Zune brands. 

Hoping that you will find this proposal interesting, I rust to hear from you in the near future.
Yours sincerely,
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February 12, 2007

Mr. Henry Loren

Planet Globe Newspaper Agency

2nd Avenue, Washington DC 

United States of America  

Dear Mr. Loren,

Let me introduce myself. My name is Marko Divnić, and I would like to apply for a job in your newspaper agency as a journalist. I would be most interested in working in your newspaper agency for a time.

Your Agency has stood for quality, integrity and distinguished journalism. The reason why I would like to work for you is because your multifaceted agency and talented, diverse people help to define the future of news, information and entertainment.

I have not previous experience, but I would like to extend my knowledge and show my skills as a journalist. I can say for myself that I have quality as hard worker and person who’s ready to listen and obey orders.  

I’m also seeking a position to utilize my skills and abilities in the Journalist Industry that offers Professional growth while being resourceful, innovative and flexible. To apply these in an environment in which these skills are valued and valuable. To have and to create opportunities to improve and broaden my skill set to ensure that I continue to be an asset to colleagues and to your agency.

I am eager to begin work as soon as possible.

You can reach me by e-mail at m..@energy.com. If I can provide you with more information or answer any questions, please call.

I look forward to hearing from you.

Yours truly,
LETTER 9

Mrs. Milica Cvetkovic

HR Manager

Leo Burnett

Makedonska Street 34

Belgrade, Serbia

Dear Madam,

I am writing to apply for part-time job in your marketing agency. I saw in the advertisement in magazine Cosmopolitan that your agency has several opened places for part time associates. For that reason, I decided to write to you.

First and fore most, I have to state the fact that I am fully employed in magazine Elle as a journalist. Since I finished a course in design, public relations and presentation skills, I have always felt a strong desire to work in a marketing agency or in a firm with very similar scope of work. 

Secondly, I I is very important to emphasize the fact that my current job would not endanger my new obligations towards your agency. I am aware of the fact that managing both would be a bit difficult in the beginning, but I can assure you that I am easily adaptable and well organized. In addition, at my current job I have flexible working hours, so I am sure I will easily find the way to fulfill all my obligations.

As far as my education is concerned, I finished journalism on the University of Chicago. I am fluent in Italian and English languages, since I hold Certificate in Advanced English, University of Cambridge and I learned Italian during my studies. As I stated previously, I finished several courses, all of which I found public relations the most interesting, resourceful and helpful for my future jobs. 

Finally, I hope to hearing from you soon. Please, do not hesitate to contact me if any additional information is needed.

Sincerely,
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January 15th, 2007

Mr. Jan Garrison

Link Pro Firm 

3rd Street, Miami, Florida

USA

Dear Mr. Garrison,

I saw your add for a full-time job as a computer technician in your firm, and am interested in applying. I’m temporally unemployed as I have been released from my previous job because of a large pool of employees.

I have graduated from MIT University with an M.B.A. and am sure I can withstand all your assignment. I have enclosed my resume for your consideration.

My work experience has been solely in computer sciences. I’m highly train and am ready to receive obligation that you expect from me. I will greatly enjoy working on the projects you request, and am confident that I can complete them to everybody's satisfaction. I am eager to use my skills in the service of the company.

I would like to meet with you to discuss this, and will call to arrange an appointment.

Yours sincerely,
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Belgrade,  April 24, 2007

Mr. John Smith

Inter CC

Washington

Dear Sir,

I am sorry to inform you that circumstances dictate I must resign from my position as Division Manager. I prefer to leave at the end of this week, if that is convenient. If not, I will gladly comply with the company's request to give two weeks termination notice.

Each year my financial obligations have increased; unfortunately, my salary here has not been able to keep up with these demands. Although I have accepted a position in another field, it does not detract from the fact that my job at your company has provided me pleasure as well as insight into my hopes for the future. I have enjoyed working with all of my friends here, and I want to thank everyone for their support over the years. Despite this, it is with mixed emotions, that I have accepted a position elsewhere with possibilities for future advancement and a better salary.

Please accept my thanks for the opportunity to work with you. The guidance you have given me has proved invaluable and has prepared me well for my new position. I have enjoyed the challenges presented here at Inter CC, and I sincerely hope that I have returned a significant portion of that which I have received.

Since I have been working in your division for the past two years, I feel you are the person best qualified to assess my abilities. I would be honored if you would write a letter of recommendation in my behalf. Please let me know if there is anything else I can do to help make this a smooth transition.

Cordial regards,
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