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Microsoft Word Exercise #14: Templates (Application Letters)
This exercise will enable you to create an application letter (also known as the cover letter) and it complements the previous one on résumés.  The purposes of an application letter are first to introduce yourself to a prospective employer and then to express interest in applying for the position.  It should state the following:

1. Who your are

2. Your address

3. The date

4. The company

5. The specific person to whom you wish to direct your attention

6. The company’s address

7. Opening: the purpose of your interaction including

a. The position to which you’re applying

b. The source of the job posting
8. Any references on your behalf who can speak to your qualifications and your character

a. Names

b. Addresses

c. Phone Numbers (if available)

9. A concluding paragraph

10. Closing

a. “Sincerely,”

b. Signature

c. Writer’s and typist’s initials

d. “Enclosure” (if any documents are attached to the letter)

Application letters are most often required when responding to jobs listed in newspapers.  Online job posting boards, however, rarely require them.  When applying for jobs on Monster.Com, for example, you are asked to submit only a résumé in most instances.  They are composed and saved online and once completed, it becomes only a small matter of responding to a job posting and the résumé is sent automatically with your response.

Rather than using a wizard to assist you in creating this document, you will practice your keyboarding skills by typing one manually.  In the model application letter, please note the enhanced textual features (boldfacing, indentations and so forth) in areas of the letter.  As these are intended to make letters look as professional as possible, I strongly suggest you do so as well.  For purposes of this exercise, you will be using the sample as a starting point for your own letters.
1. Start the computer if it isn’t on already and log into Windows 2000.

2. Launch Microsoft Word.

3. Type in the sample  

4. Execute a spell check in the Tools menu.
5. Save your resume to a floppy disk.  Did you remember to bring one?
6. Print your resume.
7. At this point, turn in your printed copy for a grade.

