
STEP 2   READ AND TRY TO UNDERSTAND THE APPLICATION LETTER 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. Look at the presentation and read the first paragraph.  Find the type of document. 

___________________________________________________________________________________________ 

2. Find the subject of the document. _____________________________________________________________ 

3. Look at the top and the bottom and identify  - the sender : ______________ -the addressee : _____________ 

4. Sum up (recap) the information. 

___________________________________________________________________________________________

___________________________________________________________________________________________ 

5. Look at paragraph 2. Pick the transparent words and say if they refer to the applicant (person) or to the job. 

Applicant Job 

 
 

 

 

6. Pick out the verbs in the next 3 sentences and classify them according to their tenses 

present perfect simple present 

 
 

 

 

Conclude : this paragraph is about ______________________________________________________________ 

7. Read the next line and note down the verb group : _______________________________________________ 

Conclude :  This line is about ___________________________________________________________________ 


