
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Title]  

[Institution/Organization Name]  

[Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

**Introduction**  

- Briefly introduce yourself and the purpose of the letter.  

- State your interest in the PBS program and its relevance to your goals.  

**Body Paragraph 1**  

- Discuss your academic background and relevant experiences.  

- Highlight specific skills or achievements that align with the PBS 

program.  

**Body Paragraph 2**  

- Explain any extracurricular activities, research, or work experiences 

that contribute to your readiness for the program.  

- Emphasize your passion for the subject matter and how it relates to 

your future aspirations.  

**Body Paragraph 3**  

- Address why you are specifically interested in this program and 

institution.  

- Mention any faculty or resources that attract you to the program.  

**Conclusion**  

- Reiterate your enthusiasm for the program and how it fits into your 

career goals.  

- Thank the recipient for their time and consideration.  

Sincerely,  

[Your Name] 


