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In America, application letter is written like a simple letter that we write for seeking service, admission, job, etc.

The following format can be chosen for writing an application letter.

Sender’s Name

Sender’s Address
Date

Recipient’s Name
Designation,

Department Name
Institution Name or Company Name
Dear Madam/Sir,

Sub- Write the subject of the application as relevant.
Paragraph First – Mention the relevant post details in the first paragraph. For e.g. Job, Admission, etc.

Paragraph Second – Mention your details like- who are you, what you have done and why you are making application.
Paragraph Third - Ask for the due consideration of application and request for the quick reply

Thanking You,

Yours faithfully,

Sender’s Name
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