
**Template Example for RTC Application Letter** 

[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Organization/Institution Name]  

[Address]  

[City, State, Zip Code]  

Dear [Recipient Name], 

I am writing to express my interest in applying for the [specific 

position or program name] at [Organization/Institution Name]. I have a 

strong background in [your field or area of expertise], complemented by 

my passion for [relevant interest or goal related to the organization]. 

In my previous role at [Your Previous Company/Organization], I [describe 

relevant experience or responsibilities]. This experience helped me 

develop [specific skills or insights relevant to the RTC application]. 

I am particularly drawn to [specific aspect of the RTC program or 

organization], as I believe it aligns with my career goals and values. I 

am excited about the opportunity to [mention what you hope to achieve or 

contribute]. 

Enclosed are my resume and any additional documents required for your 

review. I look forward to the opportunity to discuss my application 

further. Thank you for considering my application.  

Sincerely, 

[Your Name]  

**Tips for Writing** 

1. **Tailor Your Letter**: Customize the letter for the specific RTC 

position or program. 

2. **Be Concise**: Keep your letter to one page. 

3. **Use Professional Language**: Maintain a formal tone throughout. 

4. **Proofread**: Check for spelling and grammatical errors. 

5. **Highlight Relevant Experience**: Focus on experiences that relate 

directly to RTC. 


