John Doe

1234 ABC Street

City ABC, State ABC 12345

E-mail: johndoe@fakemail.com

Ph: (000) 555-1212

March 31, 20XX

Mr. John M. Smith

Senior Recruitment Consultant

Company ABC

55 ABC Avenue

City ABC, State ABC 11111

Dear Mr. Smith:
Your reputation has reached City ABC. Several of my associates have praised your firm and I understand you are well connected with senior corporate executives. We should talk soon as I am sure we can help each other.

After becoming President and CEO of Corporation ABC, I led our full-service, commercial real estate development team into 2 new markets, City XYZ and City DEF.  Land sales volume set new records topping $30 million in one year. I understand the relationship between leadership and profitability.

Our major joint ventures and key lenders have been very impressed with our ability to make them money, even in tough markets. I have streamlined the administrative staff, realigned the marketing efforts and fashioned various new debt and equity financial structures. Overhead has reduced 50% and building sales have doubled.

My expansion of the company's enterprises no longer fits its long-term strategy.  The chairman and owner recently announced his desire to actively liquidate the company's present inventory to accomplish his personal estate planning goals. I have been offered opportunities to acquire portions of the company's operations, but declined because of my desire to work in a more substantial organization.

The timing is perfect to consider new opportunities and we should talk soon. Please call me at your convenience next week. I have alerted my secretary that you will be calling--she'll put your call through immediately.

Sincerely,

John Doe

