
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Organization/Institution Name]  

[Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

1. **Introduction**  

 - State the purpose of your application.  

 - Mention the position or opportunity you are applying for.  

 - Briefly introduce yourself.  

2. **Background and Qualifications**  

 - Outline your relevant experience and qualifications.  

 - Highlight any specific skills or achievements related to the 

application.  

3. **Motivation**  

 - Explain your interest in the position/opportunity.  

 - Describe how it aligns with your career goals or personal aspirations.  

4. **Closing**  

 - Thank the recipient for considering your application.  

 - Express your willingness to provide further information or attend an 

interview.  

 - Provide a closing statement.  

Sincerely,  

[Your Name] 


