
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Institution/Organization Name]  

[Address]  

[City, State, Zip Code]  

Dear [Recipient Name], 

I am writing to express my intent to apply for [specific program or 

position] at [institution/organization name]. I am particularly drawn to 

this opportunity because [briefly explain your motivation and interest in 

the program/position]. 

My background in [your field/area of expertise] has equipped me with 

[specific skills or experiences relevant to the program/position]. I am 

eager to leverage these experiences to contribute to [specific goals or 

projects of the institution/organization]. 

In the course of my career, I have [mention relevant achievements or 

experiences that align with the program/position]. I strongly believe 

that my [specific skills/attributes] will allow me to excel in this role 

and make a meaningful impact. 

I appreciate your consideration of my letter of intent. I look forward to 

the possibility of discussing my application further. 

Thank you for your time. 

Sincerely,  

[Your Name] 


