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writing Cover letters

7 Read the text about writing cover letters and use the advice to complete the-
sentences below.

s When wrltmg cevet ]etters yoi need t0 use a standard format. Remeinber that
address of 1h person you are writing to always appears on the lefi-hand
f the: page and yom own address is in the top right-hand corner. Put the

"f’f‘Deax :Mrs Thorﬂpson is hot really appmpmate as she mlght not be ma1r1ed It
Bty probany safe to put ‘Dear Melame Thompsen

iveitise ment Just states: ‘Wute to the Human Resources Department or
> Atlas Travelit may not be possible for you to find out who will be
1th our reply In these cases: you will have to start your letter ‘Dear

1 The address of the person the letter is addressed to appears ............... .

2 If you begin a letter with '‘Dear Mrs Healey' you should end with ............... .

3 You should write your own address .............covevn

4 If an advertisement says 'Reply to Vikki West' you. should ............... .

5 If an advertisement says 'Reply to R. Simpson’ you should ............... .

6 If an advertisement says 'Please send CV + cover letter to Marketing Director,
Austravel’ you should begin your letter with .............. ,and end with ............. .




