
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date] 

[Recipient's Name]  

[Recipient's Title]  

[Company/Organization Name]  

[Company Address]  

[City, State, Zip Code] 

Dear [Recipient's Name], 

Subject: Request for [Specific Purpose: e.g., consideration for 

admission, job position, funding, etc.] 

I am writing to formally request [briefly state the purpose of the 

request, e.g., a position, funding, admission to a program, etc.]. I 

believe that [explain why you are a good fit for the request, mentioning 

relevant experience, skills, or credentials]. 

[Provide a detailed explanation of your request, including any necessary 

background information or context. This section may include your 

achievements, qualifications, or reasons for your request. Be clear and 

concise.] 

I am confident that [reiterate why your request is justified and what the 

potential benefits could be]. I appreciate your consideration of my 

request and am looking forward to discussing it further. 

Thank you for your time and attention. I look forward to your positive 

response. 

Sincerely, 

[Your Name]  

[Your Title/Position, if applicable]  

[Your Organization, if applicable] 


