
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Date]  

[Recipient's Name]  

[Recipient's Title/Position]  

[School/Organization Name]  

[School Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

I hope this letter finds you in good spirits. I am writing to [state the 

purpose of your letter, e.g., express my interest in joining a specific 

program, share my experiences, ask for guidance, etc.].  

[Paragraph 1: Introduce yourself briefly, including your current grade, 

major interests, or relevant experiences.]  

[Paragraph 2: Elaborate on your purpose. Include specific details or 

anecdotes that support your message.]  

[Paragraph 3: Mention how the recipient can assist you or state any 

requests you may have.]  

Thank you for your time and consideration. I look forward to hearing from 

you soon.  

Sincerely,  

[Your Name]  

[Your Grade/Position if applicable] 


