
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Organization's Name]  

[Organization's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

I am writing to express my intent regarding [specific purpose of the 

letter, e.g., applying for a position, proposal, etc.]. I believe that 

[briefly explain your qualifications and interest].  

[Introduce and elaborate on your relevant experience, skills, and 

intentions. Explain why you are interested in this opportunity and what 

you hope to achieve.]  

In conclusion, I would like to [summarize your intent and any next steps 

you wish to propose].  

Thank you for considering my letter. I look forward to the opportunity to 

[mention what you hope will happen next].  

Sincerely,  

[Your Name]  

[Your Job Title, if applicable]  

[Your Company, if applicable] 


