Jessica Verity
25 Williams Street
Bellingham

WA 98225

Mr. Donald Fergusson

University of Washington
Human Resources Department
022 Odegaard

Seattle

WA 98195-5502

April 26, 2013

Leave Request

Dear Mr. Fergusson,

Presently, I am a student studying Human Resources at your University, with student number 7894NP. I am writing to inform you about the fact that I shall be absent from my classes from May 6th to May 10th 2013 due to some unforeseen family circumstances.
I would like to request a leave of absence from you on the above mentioned dates to attend to my urgent matter. I suppose I will be back to classes on the following Monday. I must assure you that I will work hard to catch up on the missed projects. I have already informed the concerned subject lecturers and they kindly offered me their assistance.

I would appreciate your immediate answer and early approval of my leave request. I also apologize for any inconvenience caused by my request.

Yours truly,

Jessice Verity
Henry Grubot
508 Young St.

Dallas

TX 75202

Tel.: +1 215 585 9633

E-mail: grubot@gmail.com

Ms. Delaine Calverton
FYI TV, incl.
360 Loway Avenue
Grand Prairie

TX 75050

15th April 2013

Dear Mr. Calverton,
I am writing to apply for a position of Blogger/PR Writer for FYI TV, advertised on the website of Dallasnews.com. I believe that my strong writing experience and education will make me a very suitable candidate for this position. Among my abilities definitely belong working within a team, flexibility and editing. I am a deadline oriented writer as well and I handle stress easily. 
My resume and letter of motivation is attached as well as a completed job application form and my certification. In case you would request any further information on my background and qualifications, do not hesitate and let me know.

I look forward to hearing from you soon. Thank you for your consideration.

Your sincerely,

Henry Grubot
Encs.
