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1. Application Letters (1) General Introduction (2) Sample Reading

(3) Common Expressions (4) Writing Practice

2. General Introduction (1) What is an application letter? (2)
Characteristics of an application letter (3) The Layout of the
Application Letter (4) Styles of the Application Letter (5) Procedures of
Writing An Application Letter

3.What is an application letter?

4. Characteristics of an application letter

5.Characteristics of an application letter (1) Clearness (2)
Conciseness (3) Correctness (4) Politeness (5) Objectiveness (6)
Moderateness

6. The Layout of the Application Letter

7.Styles of the Application Letter

8. Procedures of Writing An Application Letterto (1) write the
heading (2) to add the date (3) to write the inside name and address

(4) to present the salutation (5) to compose the body (6) to write

the complimentary close (7) to add the signature (8) to enclose the
attachment

9. to write the heading

10. to add the date

11. to write the inside name and address

12. to present the salutation

13. to compose the body

14. to write the complimentary close

15. to add the signature

16. to enclose the attachment

17. Sample Reading

18. FH LA F M1

19. Useful Expressions (1) Common Names of Positions (2) Useful
Structures

20. Common Names of Positions

21.Useful Structures

22.Writing Practice

23. Translation, Bl FAEANA B0 2R A G PIHIRER. T feel

that I am competent to meet the requirements which you have specified.
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