
[Your Name]  

[Your Address]  

[City, State, ZIP Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title/Position]  

[School/Institution Name]  

[School Address]  

[City, State, ZIP Code]  

Dear [Recipient's Name],  

I hope this letter finds you well. My name is [Your Name], and I am a 

[Your Grade/Year] student at [Your School/Institution Name]. I am writing 

to introduce myself and to express my enthusiasm for [specific reason, 

e.g., joining a new program, seeking mentorship, etc.].  

I have a keen interest in [specific subjects or extracurricular 

activities] and am eager to learn more about [specific topics or 

experiences]. I believe that [mention any relevant goals or aspirations] 

and I am excited about the opportunities ahead.  

Thank you for taking the time to read my introduction letter. I am 

looking forward to [mention any specific action or event, e.g., meeting 

you, participating in an upcoming event, etc.].  

Sincerely,  

[Your Name] 


