
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Organization/Company Name]  

[Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

I am writing to express my intent to [state the purpose, e.g., apply for 

a position, propose a collaboration, etc.] with [Organization/Company 

Name] in Klamath Falls.  

[Include a brief introduction about yourself and your background relevant 

to the intent.]  

I believe that my skills in [mention relevant skills or experiences] 

align well with [Organization/Company Name]'s goals and initiatives. I am 

particularly interested in [provide specific details about your interest 

in the organization or project].  

[Include any relevant details or experiences that support your intent.]  

I am excited about the prospect of [mention any specific outcomes you 

hope to achieve] and am eager to contribute to the success of 

[Organization/Company Name].  

Thank you for considering my intent. I look forward to the opportunity to 

discuss this further.  

Sincerely,  

[Your Name] 


