
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Title/Position]  

[Institution/Company Name]  

[Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

I am writing to apply for [specific position, program, scholarship, etc.] 

as a [student/particular status] at [specific institution or 

organization]. I am currently [your current academic status, e.g., a 

junior at XYZ High School, a sophomore at ABC University] pursuing [your 

major or field of study].  

[Paragraph 1: Introduce yourself and your interest in the 

position/program, including how you learned about it.]  

[Paragraph 2: Highlight your qualifications and relevant experiences. 

Mention academic achievements, extracurricular activities, or work 

experience that relate to the opportunity.]  

[Paragraph 3: Explain why you are specifically interested in this 

position/program and how it aligns with your career goals or personal 

aspirations.]  

Thank you for considering my application. I am looking forward to the 

opportunity to discuss my application further. Please feel free to 

contact me at [your phone number] or [your email address].  

Sincerely,  

[Your Name] 


