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Writing an Application Letter 

• Write a letter covering the requirements in the 
given Advertisement 

• Write brief and to the point statements 

• Use Simple Language 

• Don’t make spelling or grammatical mistakes 

• Mention the Day, Date, Address, Subject and 
Reference in the Application Letter. 

• Complete the letter on the Single side of the 
sheet. 



Contents in the Application Letter 

• The Application letter includes the following 
details: 

• Sender’s Address 

• Date 

• Receiver’s Address 

• Subject 

• Reference 

• Salutations 

• Main body 

• Complementary Close 

• Enclosures 

 



How to write an Application Letter 

 
• Your address in the upper right corner within 

3 lines 

• Below that Mention date: DD/MM/YYYY 

Format 

• In the left hand side write receiver’s address, 

addressing to the authority, e.g. The 

Principal, The Secretary, The Manager etc. 

• Mention the subject of the application letter 

such as: Application for the post of Assistant 

Teacher.  



How to write an Application Letter 

 
• Reference should be given to the 

newspaper in which you found the 

advertisement. 

• Then, below it at the right hand side 

mention the salutations like: Dear Sir, 

Dear Madam, Respected Sir etc. 

• Mention the most necessary details in 

the main body of the letter such as 

qualification, experience etc. 



How to write an Application Letter 

 • Close the letter with complements like ‘Yours 

Faithfully’ 

• Make your signature and write your full name 

in the bracket below it. 

• Put Enclosures at the end and name the list 

of documents attached with the application 

letter. 



Writing C. V. 

• As soon as you finish the application letter, 

attach C.V. i.e. Curriculum Vitae of the 

applicant. 

• C.V. is a record of your Personal details, 

Education, Work Experience, and other co-

curricular activities as well as Achievement. 

• It is the first impression you create before the 

board of interview 

• Write all the details carefully. 

 



Contents of the C.V. 

• Personal Details: Including Name, Address, 

Email, Contact, Date of Birth, Gender, Work 

Experience, Nationality, and Languages 

Known. 

• Academic Qualification 

• Additional Qualification, 

• Work Experience, 

• Hobbies,  

• References 



Sample Advertisements 

• Special projects  
– Explain course work that gives you a type of professional 

experience. 

• Awards  
– Show that others have recognized the high quality of your 

work.  

– Include only those awards that relate to the position you 
desire.  

• Accomplishments  
– Demonstrate how you improved efficiency/productivity at 

work or school.  

– Include what you did at school that proves your skills.  

– Explain how you set a goal and reached it. 

 



Sample Application Letter 

• While at IPFW, I participated in a 
collaborative web-consulting project for a 
Technical Writing class. With two peers, I 
served as a web consultant for a local 
business, Patters' Painters. In order to make 
feasible recommendations for revisions, 
additions, and deletions to Patters' Painters' 
website, we conducted interviews, observed 
the workplace, and completed multiple web 
analyses... 

• (Practice) 



A Sample C.V. 

 



Sample C.V. 

 


