
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Your Email]  

[Your Phone Number]  

[Date]  

[Recipient Name]  

[Department Name]  

[University Name]  

[University Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

I am writing to express my interest in the [specific program name] at 

[University Name] for the [term/year you are applying for]. I have a 

strong academic background and relevant experiences that make me a 

suitable candidate for this program.  

I graduated with a [Your Degree] in [Your Major] from [Your Undergraduate 

University] in [Year]. During my undergraduate studies, I developed a 

keen interest in [relevant topics related to the program], which led me 

to [any relevant experiences such as internships, research, or projects]. 

These experiences have equipped me with skills in [mention any relevant 

skills or areas of knowledge] that I am eager to expand upon at 

[University Name].  

I am particularly drawn to [mention any specific faculty, research 

opportunities, or aspects of the program that interest you], as I believe 

they align closely with my academic and career objectives. My ultimate 

goal is to [state your career goals and how the program will help you 

achieve them].  

Enclosed with this letter are my application materials, including my 

resume, academic transcripts, and letters of recommendation. I would be 

grateful for the opportunity to discuss my application further.  

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

possibility of contributing to the vibrant academic community at 

[University Name].  

Sincerely,  

[Your Name]  

[Your Signature (if sending a hard copy)] 


