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December 21, 1998

Mr. Robert Smith, General Manager

ABC Company

1234 Main Street

Department 55

San Diego, CA  99999

Dear Mr. Smith:

Thank you for taking the time to get acquainted last Tuesday.  I feel that we started the foundation for a good relationship.

During our discussion, we discussed how my contribution to the ABC Company would include:

· Point one

· Point two

· Point three

I will follow-up with you no later than December 28th to discuss our next meeting and how I can clearly illustrate to you why I am the best person for the Vice President, Marketing job.

Sincerely, 

Joseph Candidate 


