
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Department/Office Name]  

[NVCC - Northern Virginia Community College]  

[Campus Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

I am writing to apply for [specific program, position, scholarship, 

etc.], as I am very interested in [briefly explain your interest and 

motivation].  

I have a background in [your educational or professional background 

relevant to your application], and I believe that my skills in [specific 

skills or experiences relevant to the application] make me a suitable 

candidate for this opportunity.  

I have attached [list any enclosed documents, such as transcripts, 

letters of recommendation, resume, etc.], to support my application.  

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

opportunity to further discuss my candidacy.  

Sincerely,  

[Your Name]  

[Your Signature (if sending a hard copy)] 


