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Use this document as the basis for performing a mail merge. Use the names on page 2 to create a recipient list in Word.




I am writing in response to your employment advertisement. After reading your job description, [enter variable text about the Position field here]
I am confident that my skills and experience are a perfect match for this position.
I would bring to your company a broad range of skills/I would welcome the opportunity to further discuss this position with you. If you have questions or would like to schedule an interview, please contact me by phone at or by e-mail. I have enclosed my resume for your review, and I look forward to hearing from you.
Sincerely,
Your name


Use these names to create a simple recipient list in Word. Create a custom field named Position and enter Writer for the names indicated.
Terry Adams at A. Datum Corporation 
Eran Harel at Adventure Works  (Writer position)
Lori Penor at Alpine Ski House 
Holly Holt at Blue Yonder Airlines 
Olivier Renaud at City Power & Light  (Writer position)
Chris Sells at Coho Vineyard 
Maria Cameron at Coho Winery 
Tony Smith at Coho Vineyard & Winery (Writer position)
Steve Lasker at Contoso, Ltd 





