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Avoid:
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Gender

Race

Age

Marital status
Children
Pregnancy
Religion

Sexual orientation

Medical conditions not directly
related to the work
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Your name
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City, State, Zip Code
Phone number
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Date
Title

Company
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City, State, Zip Code

Dear Mr./Ms. Last Name,

Briefly state the position or
opportunity for which you are

applying.
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Dear Mr./Ms. Last Name,

Briefly state the position or
opportunity for which you are

applying.

Answer from employer’s point of
view. Be brief.
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Address
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Date
Title

Company
Address
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Dear Mr./Ms. Last Name,

Briefly state the position or
opportunity for which you are

applying.

Answer from employer’s point of
view. Be brief.

Regards, or Sincerely,
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opportunity for which you are

applying.

Answer from employer’s point of
view. Be brief.

Regards, or Sincerely,
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