
[Your Name]  

[Your Address]  

[City, State, ZIP Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Company or Institution Name]  

[Company Address]  

[City, State, ZIP Code]  

Dear [Recipient's Name],  

[Introduction: Briefly introduce yourself and the purpose of your 

letter.]  

[Body: Provide detailed information regarding your KDP application, 

including your qualifications, experience, and any relevant 

achievements.]  

[Conclusion: Summarize your request and express your enthusiasm for the 

opportunity.]  

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

possibility of contributing to [Company or Institution Name].  

Sincerely,  

[Your Name]  

[Your Signature (if sending a hard copy)] (optional) 


