Today’s Date

Ms. Wanda Sample

HiTech Temps

1744 Lexington Avenue, Suite B

El Cerrito, CA 94530

Dear Ms. Sample:

Thank you for taking the time to speak with me yesterday. Per your request, I am providing you with the Word version and contact at each company where I have used Word.

	Company
	Word Version
	Contact 

	BPI
	Word 2000
	Dan Johnson

	Exxon
	Word 2003
	Maria Velasquez

	City of Oakland
	Word 2003
	Mary Smith

	Centron
	Word 2000
	Ralph Watson

	Constructo
	Word 2002
	Ben Johnson


Ms. Sample, please contact me as soon as you have had the opportunity to review my application and check my references. I am eager to begin working with HiTech Temps and applying my excellent computer skills.

Sincerely yours,

Donna Benson

