SAMPLE COVER LETTER: ACCOUNTANT

No. 421 Da Lian Road

Shanghai  000000

July 4, 2000

Mr. XXXXXXXXX

Manager of Human Resources

XXXXXXXXX Inc.

No. 102 Shao Xing Road

Shanghai  000000

Dear Mr. XXX:

I am applying for the position of Chief Accountant that you advertised in the 
Financial Express, June 3, 2000. 

I am currently a senior accountant with full responsibility for the monthly profit and 
loss statement of ABC Inc. The last five years of my accounting experience has 
always been with the textile industry.

Enclosed is my resume.  I will be glad to discuss my qualifications in an interview. 

Sincerely yours

[signature]

[name]

[title]

Enclosure: Resume
