                     Sample Formal Letter Format



Peter Dawn
1000 Denver Avenue,
 California, 3490
678 9999
May 22, 2015
Mr. Raymond Font
Human Resource Head Executive
Law Firming Company
32 street Oregon Towers, City Square
LA, California, 3490
Dear Mr. Samuel Ortiz,
I am writing this letter informing you that I am willing to work and be part of your Law Firming Company as an intern for a period of 3 months. Right now, I’m studying my law course in California University and part of it, is I am required to have an experience working in the judicial or law field. Together with my letter to you is my resume and academic background serves as your reference and review my record information.
My educational experience in my university made me well equipped and knowledgeable for the post and in order to receive the practical knowledge, this judicial intern experience will be of great help.
I will be waiting for your response and eagerly follow up my application of intern position. I will appreciate to come to your office for a formal interview aside from my letter of request to you along with my resume and academic reports.  Thank you for reviewing my resume and letter.
Respectfully yours,
Peter Dawn
1000 Denver Avenue, Winston
LA, California, 3490
678 9999


