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Introduction 

Cover letters usually contain all the details needed to understand the purpose of the letter. Cover 

letters are written when applying for a job, sending an application to various departments like 

electricity, water and telephone etc. 

Sample Application Cover Letter Tips 

The following tips will help you to write a sample application cover letter: 

• As it is a formal letter, it has to be written carefully by including all the details. 

• The language should be simple, easy to understand and precise. 

• The content of the letter should be straightforward. 
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Sample Application Cover Letter 

To 

Kalyan Sirish 

Star Enterprises, 

Koramangala, 

Bangalore 

Dear Mr.Sirish, 

I am writing this letter in response to your company’s advertisement regarding the post of Loan 

Administrator. 

I have the qualification, experience and skill set which match with your requirements. I am sending my 

resume for your review. Along with academics I proved my talent in various competitions in debate, 

elocution and group discussion.  

Currently I am working with a private firm as a marketing executive. I have experience in dealing with 

tough clients. I hope you will consider me for this position and short list my name for interview. 

I am aware of the reputation your company has in the industry and I want to be a part of this 

esteemed organization. 

If you select me for the post, I shall put in all my efforts to excel and bring laurels to the company. 

Please inform me through email or call me on the telephone number given in the resume. 

Looking forward to hear from you, 

Yours Sincerely, 

Vikas Kumar 
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Sample Application Cover Letter Template 

To, 

__________ (employee’s name) 

__________ (employee’s address) 

__________  

__________  

From: 

______________ (Your name) 

______________ (Your address) 

__________________ 

Date __________ (date of writing letter) 

Dear Mr. /Ms___________ (name of the concerned person), 

This letter is with reference to your advertisement in_________(cite source) dated__________(give 

date ) regarding the vacancy for……………..(cite post). I am interested to apply for this post.  

I have a graduate degree in …………………….(name of institute) in ……………(name of place). Currently I 

am working in……………..(name of institute) as a …………….(cite post). I have around ……………years of 

work experience. I am looking for a better avenue to work and found your company to be impressive. 

Along with my resume I am sending copies of all my certificates for your perusal. 

I want to be a part of your esteemed organization and hope I will short listed for the interview. If I am 

selected I shall work hard to bring laurels to the company. Please inform me through email or call me 

on the telephone number given in the resume. 
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Looking forward to hear from you, 

Yours Sincerely, 

______________ (Your name) 
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Disclaimer 

 
The author and publisher of this Ebook and the accompanying materials have used their best efforts in preparing this Ebook. The author and publisher 

make no representation or warranties with respect to the accuracy, applicability, fitness, or completeness of the contents of this Ebook. The information 

contained in this Ebook is strictly for educational purposes. Therefore, if you wish to apply ideas contained in this Ebook, you are taking full responsibility 

for your actions. 

The author and publisher disclaim any warranties (express or implied), merchantability, or fitness for any particular purpose. The author and publisher 

shall in no event be held liable to any party for any direct, indirect, punitive, special, incidental or other consequential damages arising directly or 

indirectly from any use of this material, which is provided “as is”, and without warranties. 

The author and publisher do not warrant the performance, effectiveness or applicability of any sites listed or linked to in this Ebook. 

All links are for information purposes only and are not warranted for content, accuracy or any other implied or explicit purpose. 

No part of this may be copied, sold, or used in any way other than what is outlined within this Ebook under any circumstances without express 

permission from www.letters.org 


