Model for an Application Letter
	Sender (this can also be at the bottom of the letter) *
Your name
Address
Zip code and city 


1 extra space between the lines 

	Company name and address *
Attn. name of contact
Address
Zip code and city


1 extra space between the lines 

	City, date Amsterdam, 19 August 2011


2 extra spaces between the lines 

	Regarding: Subject and, if necessary, vacancy number 


2 extra spaces between the lines 

	Salutation: 
Dear Ms De Jong, or Dear Mr Van den Boom 
always write to a person!


1 extra space between the lines 

	Opening sentence: Include the vacancy it concerns, where it was advertized and whom you spoke with. 


1 extra space between the lines 

	Motivation: Include why this vacancy at this company appeals to you. Why do you wish to work at this company and what do you find appealing about the job?


1 extra space beteween the lines 

	Suitability/ Selling points: Write what you have to offer. Choose from your education, your work experience, specific knowledge and personal qualities. Link these to the job requirements!
You determine your strengths yourself. Tip: it is better to describe 2 selling points well, than to describe 10 only vaguely.


1 extra space between the lines 

	Closing sentence. Keep it brief and concise. I would like to elaborate on my motivation and suitability in a personal interview.
In an open application: add a ´Call to action´: I look forward to an exploratory interview. I will contact you personally by telephone in two weeks.


1 extra space between the lines 

	Complimentary close.
Yours sincerely / With kind regards,
 
Place your signature
 
Your name (typewritten)
If you have not included your address at the top of the letter, you can do so here.


1 or 2 extra spaces in between the lines 

	Enclosed: Curriculum Vitae 


* You can leave out your name and address and those of the company when you apply by e-mail. You then start your letter with the city and date.
