
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Company/Organization Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

**Introduction**  

- Briefly introduce yourself and state the purpose of the letter.  

- Mention the specific position or opportunity you are applying for. 

**Body Paragraph 1: Qualifications**  

- Highlight your relevant qualifications and experiences.  

- Include specific examples demonstrating your skills and contributions.  

**Body Paragraph 2: Alignment with Company Values**  

- Explain how your goals align with the mission and values of the 

company/organization.  

- Provide examples of how you can contribute positively to their team.  

**Body Paragraph 3: Overcoming Potential Concerns**  

- Address any potential concerns or objections the reader might have 

regarding your application.  

- Reassure them by presenting solutions or additional strengths. 

**Conclusion**  

- Reiterate your enthusiasm for the opportunity and the company.  

- Express your desire for an interview to discuss your application 

further.  

- Thank the recipient for considering your application. 

Sincerely,  

[Your Name] 


