
[Your Name]  

[Your Address]  

[City, State, ZIP Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Institution/Organization Name]  

[Institution/Organization Address]  

[City, State, ZIP Code]  

Dear [Recipient's Name],  

I hope this letter finds you well. I am writing to formally request 

consideration for the [specific academic award name] for which I believe 

I am a suitable candidate based on my academic achievements and 

contributions to [specific field or community].  

As a [your current academic status, e.g., student at XYZ University, 

majoring in ABC], I have dedicated myself to [briefly mention relevant 

academic, extracurricular, or community involvement]. My [mention 

specific accomplishments, projects, or experiences that relate to the 

award criteria], I believe, has prepared me for this recognition.  

I would greatly appreciate any information regarding the nomination 

process and any additional materials you may require from me. Thank you 

for considering my request.  

Sincerely,  

[Your Name] 


