
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Company/Organization Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

I am writing to express my intent to [describe the purpose of your 

letter, e.g., collaborate, apply for a position, etc.] with 

[Company/Organization Name].  

[Paragraph 1: Provide a brief introduction about yourself and your 

background relevant to the purpose of the letter.]  

[Paragraph 2: Detail your reasons for your interest in this opportunity 

and how it aligns with your objectives or values.]  

[Paragraph 3: Mention any specific contributions or skills you can offer, 

and how they align with the goals of the company/organization.]  

I believe that this opportunity would not only benefit my personal and 

professional growth but also bring value to [Company/Organization Name]. 

I am eager to discuss this further and explore potential collaboration.  

Thank you for considering my intent. I look forward to the possibility of 

working together.  

Sincerely,  

[Your Name] 


