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Writing a Reference Letter
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JORNSTON & JORNSTON

Johnston & Johnston, Inc.
Corporate Headquarters Edison, NJ 08817

(732) 9853200 e
November 3, 2009

ToWhom It May Concern: +-—--—-

Betty Faulkner worked as a full-time marketing associate with
Johnston & Johnston Inc. from June 2006 to August 2009, Johnston &
Johnston Inc. is a US-based manufacturer and provider of a broad range of !
health care products to companies around the world,

Ms. Faulkner's work E
included managing communications and hrandmg programs as a member
of our corporate communications department. Over the course of her
Ms. Faulkner a strong work ethic? and
personal enthusiasm.’ She also proved to be reliable, hardworking, and
effective In either a team environment or in an independent capacity.*
Overall, Ms. Faulkner was a positive influence in the workplace.

that | i ade by

Ms. Faulkner and give my support to her as she pursues other opportunities.

Sincerely,

Jerry Stein

Jerry Stein

Director of Marketing— Corporate Communications
Johnston & lohnston, Inc.
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: 239 Glenvale Road

“ Cttawa, ON
KOW 2K0
Thursday, May 04, 2006
Dear Mr. Powell:

Our mechanics took a look at your 2000
¢ Mercury Cougar and we have some bad
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¢ 239 Glenvale Road

| Ottawa, ON
KOW 2KO
Thursday, May 04, 2006

'\ Dear Mr. Powell:

| |7 Our mechanics took a look at your 2000
Mercury Cougar and we have some bad
news.

¥ It seems that your engine will have to be
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N\oPLHZH of MUSIC~27

230 Carriage Way Alexandria, VA 22305 USA
T: 703-555-6959 F: 703-555-6960

www. plazaofmusic.com
December 3, 2005 | (2]

Ms. Alison Walker
113 Park Lane
Richmond, VA 23223
USA

Dear Ms. Walker: @
Subject: Your Order Has Been shipped ©

We thought you’d like to know we shipped your order.
Your delivery confirmation number is iwantmycdnow123.
Enclosed is a list of items included in this shipment. @

You can track this order and all of your orders by visiting
the Your Account page at www.plazaofmusic.com/your-
account. There you can track your order and shipment
status, review estimated delivery dates, returned items, and
much more.

Thank you for shopping with us!

Sincerely, @

Pamela Henderson

Pamela Henderson @

Shipping Manager
Plaza of Music

Enc. @

O pS. Please check out our Christmas selection at www.
plazaofmusic.com. Christmas delivery guaranteed if you

place an order before the 20th!
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Ms. Alison Walker

113 Park Lane
Richmond, VA 23223
USA

a4

Ms. Alison Walker
Live ABC Company
113 Park Lane
Richmond, VA 23223
USA
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EX Yours truly / Very truly yours
Respectfully / Respectfully yours

BB Best regards / Cordially
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Sincerely,

- Wary Smith

Mary Smith
Account Manager
Global Trade Company

D

Sincerely,
Mary Smith

Mary Smith

Account Manager
Global Trade Company

©Enclosure Notation B4

ATEANBEEMXHRERE, HESR
#=T7, ¥RRiEH Enclosure, SAES
Enc. % Encl., 18 F Attachment,
FERTHGAEETUXIRS.

1 Enc.

Enc. (1)
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“BE” B9 B s —NE N postscript 5
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6@~ PLAZA :fMUSIC ~Q

230 Carriage Way Alexandria, VA 22305 USA
T:703-555-6959 F:703-555-6960 t
www. plazaofmusic.com §

Ms. Alison Walker
113 Park Lane
Richmond, VA 23223
USA

Dear Ms. Walker:
Subject: Your order has been shipped.

We thought you’d like to know we shipped your order. Your delivery
confirmation number is iwantmycdnow123. Enclosed is a list of items
included in this shipment.

You can track this order and all of your orders by visiting the Your Account
page at www.plazaofmusic.com/your-account. There you can track your
order and shipment status, review estimated delivery dates, returned
items, and much more.

Thank you for shopping with us!

Sincerely,

Pamela Fenderson

Pamela Henderson

Shipping Manager
Plaza of Music

Enc.

PS. Please check out our Christmas selection at www.plazaofmusic.com.
Christmas delivery guaranteed if you place an order before the 20th!
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