To - Human Resources Department 
From - Your name and Department 
Re - Business card application 
[bookmark: _GoBack]Dear Mr/Mrs (name here) 
I respectfully request that you order me my business cards for the current job that I am in, which is (put your status here). My full name is (put your name here) my contact details are (put your mobile phone number, e mail address, company phone number and extension number here. They should also put the name of the company and your location on there. Thanking you in anticipation. 
Yours sincerely, 
(Your name here) 
(Job title) 
Email address 
Company phone 
Mobile phone


