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Sample Letter For Funding Application To Trusts /

Charities
Before & During Your Course

UK Charity 44 University Street
22 Any Road Oldfield Park

Any Town Bath

AT1 188 BAL 1AA

Tel: 01225 111 1111
date

Dear SirfMadam,
Re: Application for Trust or Charity

Personal information

Bagin with your name and the fund that you are applying for. Then give additional
detalls such as your age, nationality, marital status, dependants, course of study and
duration of the course.

Explain why you are applying
Detail the reasons why you are applying and the factors that have led to your shortfall in

funding. Give a clear explanation of your finandal circumstances.

Explain how you meat the criteria of the charity/trust (if applicable)

Some charities may only finance people from a particular part of the country, others may
assist students on certain courses and some charities may specfcally fund international
students. You must therefore examine the criteria and clearly explain how you satisfy it.

How you are dealing with your situation
Explain what actions you have taken to deal with your financal shortfall, such as taking

up employment, careful budgeting, consultation with a finandal advisor (e.g at the ARC
ar your bank).

It is important that you show that you have tried to resolve the problem before
applying for additional support,

Explain how the fund will help you
Explain how you will use the funding to enable you to complete your degree. Clarify the

long-term benefits that it will hawe for you and finish by pointing out that you will be
grateful for any assistance that the organisation can provide.

Yours sincerely,

{Signature)
Any Student
Ready for CAE, Coursebook, P.49
(2cond writing: APPLICATION LETTER)
Dear Ser or Madam

| am writing to you moticnad by the interast that the application agvice you published in"The
Timas™ lasi waekand Fﬂ,ﬂ'ﬂ-l'l.Elj ma

| am a 34 year-0ld woung man who used 1o work a8 recepbonist in the “EI Bulli®, which i — as |
am sure you know - the restaurant that M. Ferran Adnd used fo run. | started working there as
a summer job, but itk by Mile | finished working hull-time. When Mr. Adrid got overwhelmed by
the pressure and closed “El Bulk™, | decided to change my ife (00 and [0in a less stressiul job,
far away from the cusiomers,

Howaver, afier 3 months spent working as a computer programmer — which is the job | was
supposed o do due to the fact that | studied IT in a vocational training school = | realized how
much | missed working in contact with people. Ming is a comiortable job, but | am foo young to
nol seek whal | really want to do,

As you may easily gather lrom the information given above, | iulfil all the requiremants you ask
in your advice. Morecver, et me tell you that | speak English and French Buently in adddtion to
Spanish and Euskara

Had you need any further informabion, do not hesitale fo contact me by phone (666,667 668) or

e-mad (atpokifdeibull com).
I lock after o hiaring from you soon.

Yours, Lathiully

Miigo Iratzoki

Name of aApplicont
Address of Applicant
City, State, Iip Code

DATE

Name of Head of Admissions
Mame of College

Address of College

City. State, Iip Code

Dear Mome of Head of Admissions;

Alter doing much research about colleges in the area that hove a Psychology
program, | am applying to Ohio State University because of the oulstanding reputation

and the exceptionol reviews that | hove read from other recent graduales. Additionally,

1 om enthusiastic about Psychology program at the Ohio State University becouse of
the graduate psychology programs that ore offered.

Currently, | am just beginning my joumey and raady to dive into the undergroduate
studies progrom. My ultimate goal is to finish the Psychology program at Ohio State
University. Once | havve completed my undergraduate in psychology. my desire is to
confinue my studies and enter the groduate program for psychology where | may be o
counielor dealing with children,

| ami sure this is the comect caneer path, as | grew up in a famiy where my father was a
counselor and my mother a social worker, My father is o graduate of the Ohio Slate
University, and my mother a groduote of OU University, Considering both of my porents

hrwe sirnilor cowess cndbs | Teel live Do ic e onosno thern nnd lheie dedication tn



SAMPLE COVER LETTER:

Letter in Response to aJob Announcement

MARYBETH JOHNSON

55 Pigrim Road
Baosion, MA 02215
(61T} BTE = 0000
e ekt i e A ek ok

March 25, 2004

M Jaan Gokdbsng
Derchar of Sotal Siradis
Timdd Childran's Hospilal
123 Main St

Hpushedny, TX TA3221

Doar Ms. Goldbeng

I am submiting my resume 0 responss 1o 8 job snnouncemand for a Medcal Sociad Woroer (823450)
which was advertised in the March 2004 odition of NASW Fooyus. In May, | will graduate from Whesslock
College in Doston, Massachasetts with a Master of Social Work degres and anficipate sucosssiul
cormpletion of the Massachusatts LCSW axam at that B

My expedencs nchedes work with children and sdolescents in & varsty of setings, nclinlng hosptals,
cormnimanety cantérs, &% wil 83 camp and schodl deibngs. Do o my inlered n medscsl socal wodk, |
Wk the insative o shadow an Oncolagy Social Worker at Maseschisetis General Hoapital. Az &
bt of an Slerdiscpkeary haalth carg oam, | beoame lmdsd vwoth cad mansgomant siryiegess
incliing dlanldying community msources and dscharges planning Tha kntedecdge comBined with
valusble social work skils | hane acquired through field experonces, including indiddunsl counseling
Bechniquess and advocacy tirategies, will enabils me (o sfeciwly support clisnts in & haalh care saling

I vedld wislooma B Spporiursy 1o mes] with vou and 1o SScuss my Gualcalions m mone datal. | will
] Y morl el iy anapuing BBC wihaihar vl Hoed Sdditsnal informalion

Thank you if Bvmno 1o your Congciorninn

Sy,

Marybeth Johraon

Jomare Bana Refievo

Parok 2, Upper Bonga, Bacacay, Albay

SIMBAL 5A FAG ASENSO, INC, (3EDF) December 12, 2012
Albay Catbedral Compound, Cdd Albay [ist., Legaspi Cily

(O] 2104 S5 14440 S50

]'t-\."- |:I .Il"l II.I :I'i"|||_'||_1-|;_-_||||: f

Dcar Sis

APFLICATION FOR THE POSITION OF LOAN OFFICER

| would like 1o apply for the posseon of loan ollicer @b your macrolinance instiolcn.  The

Poanieen SCCmeh §0 BEL T8y I NLETeAR .'!I|||i|i liflications T well

Currenlly, | am a graduating stisdent of Bicodl University College of Social Scences and

|',"|||.n..-|_'.|;l. with Bachelor of Agis i ='3'||||l'\--'|"'!|'| wilh elective course in "-Lu'..:'. maend | Marketing

and Microlimance). | am ooking for company thal provides me a challengung environmsent amd
allows me o bearmn new ideas i order 1o achieve my objective

Even though | am a fresh graduaate, | have camed some credentials that enhance and develop my
shilities especially im pood commuunication skills amd anslvtic ability 1 have already a
hackgronnd on the tatare of woik of a loan oflker due o the thamgs that | learmed o the basi
CPET Al S Bl IS O s MY CRCCTivEe Coiires

I | am chosen &4 a loan offscer i your company. 1 will work hard towards achseving the
chjectives amd poals of your organization. | am willing 1o ablend any tmining provided by youm
company. [ like o mmprove myself all ime

Litnched Bepewith 13 my resume Jor your [ouere prelerence

| mm prepared o be called op for an interview by the company 8t any lime convenienl. | hope
thad myy apphication will receave & (avorable reply (rom you

Yomir Faithdully

Feitarss Hafn Eefevo

v ppdicant

Finding a jobHow To Write an Application Letter (With Examples)By Indeed Editorial TeamUpdated May 17, 2022 | Published January 3, 2020Updated May 17, 2022Published January 3, 2020Related: How To Write a Cover Letter: Top 3 Tips, Format & ExamplesIn this video, Holl explains what employers want from a cover letter, the optimal cover
letter format, and 3 key strategies for success.An application letter, also known as a cover letter, is sent with your resume during the job application process. An application letter adds a personal touch to your application by providing more details about your background and interest in the position, while a resume focuses on your professional skills
and experience. In this article, we explain how to write an effective and engaging job application letter. What is a job application letter?An application letter is a standalone document you submit to a potential employer to express your interest in an open position. The job application letter explains who you are as a professional and an individual. The
letter should highlight your achievements and skills, helping to get the attention of the hiring manager or recruiter responsible for reviewing applications. When written well, this letter explains to the reader why they should ask you in for an interview and highlights the key qualifications that make you a fit for the role.A job application letter can
impress a potential employer and set you apart from other applicants. In your letter, you may also want to show your familiarity with the company to which you’re applying. You can talk about how your professional goals and aspirations align with the company’s goals. It’s important to use your job application letter to showcase aspects of your
personality.Related: Letter of Introduction: Overview and ExamplesJob application letter tipsWhen preparing a job application letter, follow these tips to make sure your letter includes the information a hiring manager needs:1. Emphasize your skills and abilitiesAn application letter is your opportunity to sell yourself as an excellent candidate for the
open position. Include specific examples of situations in which you applied your experience, abilities and skills to benefit the organization. It is also helpful to include data that supports your claims.2. Stay conciseAlthough it may be tempting to include a lot of detailed information about yourself, it is important to be concise. If a hiring manager
receives a letter that is multiple pages, they may not take the time to read it. A brief letter is more manageable and appealing.3. Proofread the letterSince this letter is serving as your first impression, you want to make sure It is as positive as possible. Make sure your letter does not have any grammatical or spelling errors to avoid a potentially
negative first impression.4. Review the job listing keywordsMost job postings will include certain skills and abilities that the hiring manager and supervisor want applicants to possess. Including these keywords in your application letter helps to show the person reviewing it you would be a good fit in that specific role.5. Send a letter for every position
to which you applyUnless a job posting specifically states not to send an application letter, it is smart to send one for each job to which you apply. This letter offers the opportunity for a potential employer to learn more about you and gives you the chance to set yourself apart from other applicants.How to format an application letterWhen writing an
application letter for a job, follow these steps to make sure you include information about yourself and your professional experience that will appeal to a hiring manager:Use a professional format.Create the heading.Address the letter to the hiring manager.1. Use a professional formatA job application letter should be more professional than a thank-
you card or an email to a coworker or friend. The alignment of the document should include single spacing, one-inch margins and left alignment. It’s best to use a professional and traditional font, such as Times New Roman, in a size from 10 to 12 points. Try to keep your job application letter to one page. When a hiring manager reviews your job
application letter, they will get their first impression of you as a potential employee, so take time to format it professionally and keep it concise.Related: A Guide to Resume Margins2. Create the headingUse a formal business heading for your job application letter. The heading should include your name and contact information, the date and the
company name and address. If you send your job application letter via email, you can eliminate your name and contact information from the header and put it at the bottom of the email after the signature instead.Example header:[Your name] [Your city and ZIP code] [Your phone number] [Your email address][Date][Name of hiring manager or
supervisor] [Title of hiring manager or supervisor] [Company name] [Company physical address]By including a professional and detailed heading, you can make it easier for the hiring manager to follow up with you regarding the position.Related: Q&A: Should You Put Your Address on Your Resume?3. Address the letter to the hiring managerln your
research, try to find the name of the person reviewing applications for the job. Address your letter to this person with a common business greeting, such as “Dear Mr./Ms.” and their last name. If you’'re unable to find their preferred gender pronouns (she/her, them/they) of the individual reviewing your application, you can use “Dear [first and last
name]” or “Dear Hiring Manager.”Related: How to Address a Cover LetterHow to write an application letterReview information about the company and positionOpen the letter by describing your interestOutline your experience and qualificationsInclude aspects of your personalityExpress appreciationClose the letterl. Review information about the
company and positionIt’s best to write a new application letter for each position you’'re applying for so you can include pertinent details and show your interest in the particular open role. Spend some time reviewing the company information, which you can likely find on the website, as well as the position listing. Compare your qualifications and
experience with the list of skills in that posting. You may also want to think about specific experiences that have prepared you for the role, such as leading a team or managing a major event.2. Open the letter by describing your interestIn the first paragraph of your letter, mention the job title for which you’re applying and where you saw the position
posting. Include your specific interest in the role and company so the reader knows this is not a generic application letter. Briefly state the main experience or qualification you have that makes you a good fit. This is the section that will draw in the hiring manager as the reader of your application letter, so it is important to appeal to that person
quickly and succinctly.Example: “I saw the posting for the marketing intern role on my university’s online job board, and I am very interested. I'm drawn to your company’s mission of innovation and putting the customer first. I am in my final year of earning my bachelor’s degree in marketing with a minor in communications, so I feel my educational
experience has prepared me to work in a fast-paced marketing department like the one within your organization.”Related: How to Write a Quick and Effective “About Me”3. Outline your experience and qualificationsThe next few paragraphs of your letter should highlight your experience, qualifications and skills, positioned in a way that aligns with
the company’s goals and mission. For example, if you are applying for a job with a nonprofit organization that provides educational opportunities to underserved community members, you could talk about your experience with nonprofit organizations or educational offerings. Since a job application letter should stand on its own without a resume, it’s
helpful to include details about your experience that relate to the position to which you’re applying.4. Include aspects of your personalityAs you’'re writing your job application letter, consider how you can incorporate aspects of your personality while remaining professional. A friendly and engaging letter is likely to appeal to the reader, especially
when they can get an idea of how well you might fit with the team.For example, in the situation mentioned above, explain in your letter you are good at connecting with children or how you value community spirit.5. Express appreciationBefore you sign off on your letter, express your appreciation to the hiring manager for reviewing your letter and
considering you for the position. The hiring manager is taking time out of their day to read what you have written, so expressing your gratitude for that time spent is a polite and professional way to close the document.Example: “I appreciate the time you have taken to review my application letter. Since you likely received a number of applications and
letters for this open position, I am extremely grateful for the time you have spent reading about me and what would make me a good fit for this role.”6. Close the letterMany people use “Sincerely” or “Best” to close the letter, although any professional sign-off is fine to include. The final line of the letter should be your full name. If you submit a hard
copy of the letter, include your signature above your typed name. When submitting an application letter via email, you should include your contact information beneath your name, rather than including it in the header.Related: How to Close a Cover LetterSending a job application letterThe format of your job application letter will depend on how you
are sending it to the hiring manager or supervisor. If you plan to email the application letter, the formatting will differ from a printed, mailed letter. Your contact information should be at the bottom of an email, beneath your typed full name.When emailing a job application letter, it is also important to consider what subject line to use to make sure the
hiring manager opens the email and reads your letter. When scanning their inbox, the hiring manager will see the subject line you included first, along with your name and email address. The decision to read or delete an email ultimately depends on what subject line you choose, which means it is your chance to make a first impression.The best
subject lines are professional, polite, relevant and concise. When sending a job application email, it is important to include the title of the job into which you are inquiring or for which you are applying. Making your subject line specific also helps the reader categorize the email properly and respond accordingly. Review your subject line to make sure it
is free of any errors.Related: Cover Letter Checklist: What to Review Before You Submit]Job application letter templateConsider the following template when planning your job application letter:[Your name] [Your address] [Your email address] [Your phone number][Date][Name of hiring manager or supervisor] [Title of hiring manager or supervisor]
[Company name] [Company address]Salutation [Dear Mr./Ms.],[Outline where you saw the job posting and express your interest in working in this role.][Discuss some of your qualifications that would make you a good fit for the job.][Describe your past experience in a way that emphasizes your personality and skills, while also showcasing how you
align with the goals of the company.][Express your appreciation to the hiring manager for reviewing your letter. Include any follow-up information, if applicable.]Closing [Sincerely, Best] [Your signature] [Your name (printed)]Related: How to Write a Summary of Qualifications]Job application letter exampleUse this sample job application letter to help
inspire you to write your own:Lee Jimenez 483 Apple Street New York, NY 10001 (212) 555-8965 Lee.jones@email.comSeptember 15, 2019Sarah Jenkins Recruiter Rogers Consulting 901 Main Street New York, NY 10001 Dear Ms. Jenkins,I am reaching out to you regarding the posting for the human resources consultant position I found on
Indeed.com. I have a great interest in this position and would appreciate your consideration as a candidate for the role.In my previous experience, I worked in human resources departments to provide support across several different industries. I have worked in my current role as a human resources generalist for the past four years. Prior to this job, I
worked as a human resources assistant for two years, which shows my ability to advance in my career.l have a strong passion for helping others, which is why I have found such fulfillment in human resources, providing support to my fellow employees and assisting them in ways that benefit them both personally and professionally. I also enjoy looking
for solutions to common HR problems, which I feel would be a great asset in the position with your company. Since this consultant position works directly with multiple clients, assisting them in their human resources needs, I believe my innovative nature and strong skill set will help me succeed.I have strong communication skills, which are vital to
success in the HR field. I also have a bachelor’s degree in human resources from Arizona State University. Throughout my education, I worked with skilled human resources professionals who have shared their insights and experience with me. Some of my strongest skills include my ability to increase employee retention through the improvement of
company culture and to develop training and education programs to ensure all employees have access to the information they need to succeed and comply with legal requirements.I appreciate your time in reviewing this letter and hope to hear from you in regard to the next steps in the hiring process. If you have any questions or need any additional
information, please don’t hesitate to contact me.Sincerely, Lee JimenezRelated: Online Job Applications: What Happens After You Submit Your ResumeLearn how keyword technology impacts hiring, what recruiters look for, what it takes to get to the interview, and tips for what to do while you wait.
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