
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Organization/Institution Name]  

[Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Letter of Intent for [Specific Program/Opportunity]  

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

program/opportunity] at [organization/institution name].  

[Paragraph 1: Introduce yourself, including your background and current 

position. Explain your interest in the program/opportunity.]  

[Paragraph 2: Discuss your qualifications and relevant experiences that 

make you a strong candidate. Highlight any specific projects, skills, or 

achievements.]  

[Paragraph 3: Describe why you are interested in this particular 

program/opportunity and how it aligns with your career objectives or 

academic pursuits.]  

[Paragraph 4: Mention any potential contributions you can make to the 

program or organization, emphasizing collaboration, innovation, or 

community involvement.]  

Thank you for considering my letter of intent. I am looking forward to 

the opportunity to contribute to [organization/institution name] and am 

eager to provide any additional information needed.  

Sincerely,  

[Your Name]  

[Your Title/Position, if applicable]  

[Your Affiliation, if applicable] 


