
[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],  

I am writing to formally request an [insert type of application, e.g., 

internship, job, grant, etc.] opportunity with [Organization Name]. I am 

particularly interested in [briefly explain why you are applying and what 

interests you about the position or organization].  

[Include a brief paragraph about your qualifications, experiences, and 

any relevant information that supports your request. Mention any skills 

or relevant coursework.]  

I am eager to contribute to [Organization Name] and learn from the 

remarkable team. I believe this opportunity will enhance my skills and 

align with my career goals.  

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

possibility of discussing this opportunity further.  

Sincerely,  

[Your Name] 


