
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Company/Organization Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

I am writing to express my intent to [briefly describe the purpose, e.g., 

apply for a position, propose a partnership, etc.]. My background in 

[your field/area of expertise] and my passion for [related interest] 

motivate me to [specific action, e.g., join your team, collaborate on a 

project].  

I believe that my skills in [mention relevant skills or experiences] 

align well with [Company/Organization Name]'s goals, and I am excited 

about the opportunity to contribute to your esteemed organization.  

For further information about my background, please find my resume 

attached or scan the QR code below to view my portfolio.  

[Insert QR Code Here] 

Thank you for considering my letter of intent. I look forward to the 

possibility of discussing this opportunity with you further.  

Sincerely,  

[Your Name] 


