
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Title/Position]  

[Institution/Organization Name]  

[Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

[Opening Paragraph: Introduce yourself and the purpose of the letter. 

Capture attention with a unique hook or story related to your field of 

interest.] 

[Body Paragraph 1: Discuss your background, experiences, and 

qualifications that have led you to pursue this path. Be specific and 

personal, using vivid language to paint a picture of your journey.] 

[Body Paragraph 2: Highlight key achievements, challenges you've 

overcome, skills you've developed, and how they relate to your 

aspirations. Use anecdotes to illustrate your passion and commitment.] 

[Body Paragraph 3: Express why you are drawn to this particular 

institution or program. Mention specific faculty, values, or 

opportunities that resonate with you and how they align with your goals.] 

[Closing Paragraph: Reiterate your enthusiasm and potential 

contributions. Thank the recipient for considering your application, and 

express your hope for a positive response.] 

Warm regards,  

[Your Name]  

[Optional: Handwritten Signature]  

[Typed Name] 


