
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Institution/Organization Name]  

[Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

**Opening Paragraph**  

Begin with a hook that captures the reader's attention. Introduce 

yourself and briefly explain your motivations for applying to the program 

or position.  

**Body Paragraph 1**  

Discuss your background, academic achievements, or relevant experiences. 

Highlight any significant projects, coursework, or skills that relate to 

your field of interest.  

**Body Paragraph 2**  

Share a personal story or anecdote that illustrates your passion and 

commitment. Explain how these experiences have shaped your goals and 

aspirations.  

**Body Paragraph 3**  

Connect your experiences to the specific program or position you're 

applying for. Discuss why you are interested in this opportunity and how 

it aligns with your career path.  

**Closing Paragraph**  

Reiterate your enthusiasm for the opportunity. Thank the reader for their 

time and consideration, and express your hope for a positive response.  

Sincerely,  

[Your Name] 


