
**UQ Application Letter Checklist Template** 

1. **Header** 

 - Your Name 

 - Your Address 

 - City, State, Zip Code 

 - Email Address 

 - Phone Number 

 - Date 

2. **Recipient Information** 

 - Admissions Office 

 - University of Queensland 

 - Address (if applicable) 

 - City, State, Zip Code 

3. **Salutation** 

 - Dear Admissions Committee, 

4. **Introduction** 

 - Briefly introduce yourself. 

 - State the program you are applying to. 

 - Mention how you learned about the program. 

5. **Body** 

 - **Academic Background** 

 - Highlight relevant education and qualifications. 

 - Mention specific achievements or projects. 

 - **Experience** 

 - Outline relevant work or volunteer experience. 

 - Discuss skills gained that relate to the program. 

 - **Motivation** 

 - Explain why you want to attend UQ. 

 - Discuss your career goals and how the program aligns with them. 

6. **Conclusion** 

 - Reiterate your enthusiasm for the program. 

 - Thank the admissions committee for considering your application. 

 - Express hope for a favorable response. 

7. **Closing** 

 - Sincerely, 

 - [Your Name] 

8. **Attachments (if applicable)** 

 - Resume 

 - Transcripts 

 - Letters of Recommendation 

9. **Proofread** 

 - Check for grammar and spelling errors. 

 - Ensure the letter is clear and concise. 


