
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient's Position]  

[Company/Institution Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

I am writing to formally apply for the [specific position or program, 

e.g., Graduate Diploma in XYZ] at [institution or organization name]. I 

am highly interested in this opportunity as it aligns with my academic 

and professional goals.  

I have enclosed my application materials, including [mention any attached 

documents, e.g., resume, personal statement]. I believe my skills and 

experiences make me a suitable candidate for this program.  

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

possibility of discussing my candidacy further.  

Sincerely,  

[Your Name] 


