Sample Application Letter

The heading contains your address and the current date
326 Ash Boulevard

Florence, OR 97439-3216
March 23, 2000

The inside address contains the reader’s name and address
Dr. Ray Peters

Communications Department Chair

St. Xavier College
32 Fountain Street
Omaha, NE 68102-6070

Salutation is the person’s name followed by a colon.
Dear Mr. Peters:
Paragraph #1 will explain how you learned about the position, explain what position you are seeking, and that you are including a recommendation from someone.

In response to the brochure I received from St. Xavier College, I am applying for a position on the staff of the Xavier News. I have enclosed a recommendation from my high school English teacher as well as several articles that I wrote for my high school newspaper, the Florence Flier.

Paragraph #2 will describe your qualifications.

I have been on the staff of the Florence Flier for four years, and this year I am the editor. I have always enjoyed English, and I plan on majoring in journalism at St. Xavier College. I am an organized, creative person, and I have never missed a deadline. In addition to writing and editing, I do layout work.

Paragraph #3 will politely offer contact information and thank the reader
If you would like more information, please let me know by calling 555-997-3205 anytime during the day or by e-mailing me at <greensleeves@aol.com>. Thank you for considering my application. I look forward to hearing from you.

Closing is Sincerely followed by a comma.
Sincerely,

Your signature will go here after this letter is printed
Your printed name will go here
Allison Emerson

