
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Title]  

[Company/Organization Name]  

[Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

[Introduction: Briefly state the purpose of your application and any 

relevant background information.]  

[Body: Elaborate on your qualifications, experiences, and why you are 

suited for the position/program/etc. Include specific examples if 

applicable.]  

[Conclusion: Thank the recipient for considering your application and 

express your desire for further discussion or an interview.]  

Sincerely,  

[Your Name] 


