
[Your Name]  

[Your Address]  

[City, State, ZIP Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Title]  

[Organization Name]  

[Organization Address]  

[City, State, ZIP Code]  

Dear [Recipient's Name],  

I am writing to express my interest in applying for the [specific 

position or program, e.g., "JTPS program"] at [Organization Name]. With a 

background in [your field or area of expertise], I am eager to contribute 

my skills and experience to [specific goals or values of the program].  

In my previous roles, I have [briefly highlight relevant experiences or 

accomplishments that relate to the application]. I am particularly drawn 

to [mention aspects of the JTPS program that appeal to you] and believe 

that my [specific skills or attributes] align well with the goals of this 

program.  

I have attached my application materials for your review, which include 

[list any documents you are including, e.g., resume, cover letter, 

references]. I appreciate your consideration of my application and look 

forward to the opportunity to discuss how I can contribute to 

[Organization Name].  

Thank you for your time and consideration.  

Sincerely,  

[Your Name] 


