
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Organization Name]  

[Organization Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

[Opening Paragraph: Introduce yourself and state the purpose of your 

letter.]  

[Middle Paragraph(s): Elaborate on your qualifications, experiences, and 

reasons for applying. Highlight relevant skills and achievements.]  

[Closing Paragraph: Express enthusiasm about the opportunity, mention 

your availability for an interview, and thank the recipient for their 

consideration.]  

Sincerely,  

[Your Name] 


