WRITING A SIMPLE LETTER OF APPLICATION

Open a word processor and type out the following letter

Yates Cash-n-Carry

Woodpark Industrial Est.

Smithfield Drive

Shaderton

C16 7 TZ

Dear Ms Jameson

I would like to apply for the position of General Assistant as was recently advertised in the newspaper. 

Could you kindly send me an application pack as soon as possible.
Yours Sincerely
1. Type your name 5 lines below Yours Sincerely. 
2. Save your work to your folder or floppy disk .  Use the file name Yatesletter

3. Print a copy of your work

4. Type today’s date 2 lines below the address

5. Type your address at the top.

6. Change the word newspaper to the name of a local newspaper.  (E.g. Wolverhampton Chronicle, Express and Star, Metro, Evening Mail, Ad-News)

7. Save your work

8. Print a copy of your work

9. Move your address to the right hand side of the page

10. Change your address to bold type

11. Change the date to bold type

12. Change your name to bold type

13. Change yours faithfully to bold type

14. Save your work

15. Print your work

16. Hand in your prints to your tutor.
