Mimi LaFave


Mimi LaFave

2640 Pitkin Ave

New York, NY 10007

(212) 666-6666

Donald Trump

1 Trump Plaza

New York, NY 10000

March 29th, 2005

Dear Sir: 


I understand you are always looking for enterprising employees. After carefully reviewing your company’s profile, I feel that I would be a valued addition to your organization. If your agency is currently looking for an individual well versed in public contact, please review the enclosed resume.
Over the past 5 years, I have been giving public speeches and interacting with the general public.  My skills in customer service are excellent and I can handle customer problems in a tactful manner.  You’ll find my communication skills well above average. I can interview with business clients to gather facts and put these facts into written materials. I can function positively as part of a team. You can trust me to work unsupervised, meet deadlines, and develop creative ideas. Other skills I can bring to your organization include:
· Knowledge of health disorders and their prevention. 

· Knowledge of counseling and teaching principles. 

· Ability to serve as a liaison and referral specialist between customers and company representatives. 

· Understanding of corporations and regulations.

Working with really rich people and giant corporations is my goal and your organization will provide me with just the opportunity.  I would like to request a personal interview to further discuss my qualifications and your organization. I can be reached at the address and phone above.

Respectfully yours,

Mimi LaFave

Trump Cover Letter Instructions:

1- Open Microsoft Word.  Open a new blank document. Type the document WITHOUT GOING BACK TO FIX MISTAKES. Just keep typing; we will check the spelling and grammar at the end. 

2- Type:
Mimi LaFave (Hit “Enter” to move down the page)

2640 Pitkin Ave (Hit “Enter” to move down the page)

New York, NY 10007 (Hit “Enter” to move down the page)

3- Hit “Enter 2 times to move down the page.

4- Type:

Donald Trump (Hit “Enter” to move down the page)
1 Trump Plaza (Hit “Enter” to move down the page)
New York, NY 10000 (Hit “Enter” 2 times to move down the page)

5- Type the date and hit “Enter” twice.
6- Go to INSERT on the top toolbar, then AUTO TEXT, and “Salutation”—Click on “Dear Sir:”

7- Hit “Enter”, then “Tab” on the left side of the keyboard to INDENT the paragraph. 

8- Type the letter using the finished example. When you get to the second paragraph (Starts with “Over the past 5 years......”), use TAB again to indent the paragraph. 

9- When you get to the end of the paragraph (“Other skills I can bring to your organization include:....”). Hit enter and type:

Knowledge of health disorders and their prevention. 

Knowledge of counseling and teaching principles. 

Ability to serve as a liaison and referral specialist between customers and company representatives.

Understanding of corporations and regulations.

10- Highlight these 4 lines (Click the mouse in front of the “K” in Knowledge, hold down the mouse button and scroll down to the end of the paragraph)

11- Go to FORMAT on the top toolbar, BULLETS AND NUMBERS, click on the bullets tab. Pick a Bullet Style. Click on it, then click OK. 

12- Hit “Enter” and then TAB to indent the next paragraph. Type the next paragraph (Starts with “Working with really rich people....)

13- Hit “Enter” and go to INSERT on the top toolbar , AUTO TEXT, then “Closing”. Pick one (“Sincerely, Respectfully Yours.....”). 

14- Hit “Enter”. Type your name.

15- Highlight the Closing and the name. “RIGHT ALIGN” it on the top toolbar. 

16- Go to VIEW on the top toolbar, HEADER AND FOOTER. In the “HEADER” place (the top of the document) type “Mimi LaFave”.  Highlight it and CENTER ALIGN it, Go to FORMAT, FONT and change the font to “Script MT Bold, BOLD, and 26 pts.

17- Highlight Mimi’s address in top of the letter (2640 Pitkin Ave, New York, NY 10007, (212) 666-6666). Go to EDIT, COPY. 

18- Go to the bottom of the page, click in the “FOOTER” section. Go to EDIT, PASTE.  Highlight the address, go to FORMAT, FONT and change the font to “Script MY Bold”, 12 pts. 

19- To check the spelling and grammar, go to TOOLS, SPELLING AND GRAMMAR. Go through the dialogue boxes and fix your document. 

20- Go to FILE, PRINT PREVIEW to see what your document will look like when printed.

21- To save, go to FILE, SAVE AS. Type your name and click “SAVE”. 
2640 Pitkin Ave, New York, NY 10007 (212) 666-6666


