
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[University/Organization Name]  

[Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

I hope this letter finds you well. My name is [Your Name], and I am a 

[Your Year, e.g., sophomore] undergraduate student majoring in [Your 

Major] at [Your University]. I am writing to [purpose of the letter, 

e.g., request a meeting, express interest in a research opportunity, 

etc.].  

[In this paragraph, provide specific details related to your purpose. 

Explain why you are reaching out and any relevant background information 

that supports your request.]  

I am particularly interested in [briefly explain any related interests or 

experiences that tie into your purpose]. I believe that [mention why this 

opportunity is significant to you or how it aligns with your 

academic/career goals].  

Thank you for considering my request. I look forward to the opportunity 

to discuss this further. Please feel free to contact me at your 

convenience.  

Sincerely,  

[Your Name]  

[Your Student ID (if applicable)]  

[Your Major/Department]  

[Your University] 


