JOB SEARCH:  Letters of Recommendation – 

Sample Request Letter
Davis X. Jefferson







December 21, 2012
1234 S. Mason Street

Anywhere, USA

(123) 456-7890

me@aol.com
Dr. Jordan T. Higgins

16B Stratford Hall

W. Bixby Drive

University of Anywhere

Anywhere, USA

(987) 654-3210

them@aol.com
Dr. Higgins:

I am writing to request a letter of recommendation for a high school teaching position in the Evergreen County (South Carolina) School District.

Below, I have listed the information that might be useful to you, should you agree:

I have also attached a copy of the job description, as listed in the Evergreen Gazette.

If you require further information, please contact me at the phone number, email, or address listed above, and I will gladly provide it as soon as possible.  At your earliest convenience, please inform me of your decision.

Thank you for your time.

Respectfully,

Davis X. Jefferson
