
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Department Name]  

[Institution/Organization Name]  

[Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: Personal Statement for [Program/Opportunity Name]  

I am writing to submit my personal statement as part of my application 

for the [Program/Opportunity Name]. I would like to take this opportunity 

to outline my background, achievements, and motivations that have led me 

to pursue this path.  

[Paragraph 1: Brief introduction of yourself and your current status 

(e.g., education, profession).]  

[Paragraph 2: Discuss your relevant experiences and skills that relate to 

the program or opportunity. Highlight achievements, projects, or roles 

that demonstrate your capabilities.]  

[Paragraph 3: Explain your motivation for applying and how the 

program/opportunity aligns with your goals. Include your future 

aspirations and how this experience will help you achieve them.]  

[Paragraph 4: Conclude with a summary of your key points and express 

gratitude for the opportunity to apply. Reiterate your enthusiasm for the 

program.]  

Thank you for considering my application. I look forward to the 

possibility of contributing to and learning from [Program/Opportunity 

Name].  

Sincerely,  

[Your Name] 


