
[Your Name]  

[Your Address]  

[City, State, ZIP Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Title/Position]  

[Department]  

[University/Institution Name]  

[Address]  

[City, State, ZIP Code]  

Dear [Recipient Name],  

[Introduction: Briefly introduce yourself and the purpose of your 

letter.]  

[Body Paragraph 1: Discuss your academic background and relevant 

experiences related to the application.]  

[Body Paragraph 2: Highlight your achievements, skills, and how they 

align with the program or position you are applying for.]  

[Body Paragraph 3: Express your enthusiasm for the opportunity and what 

you hope to contribute.]  

[Conclusion: Thank the recipient for considering your application and 

express your willingness to provide further information if needed.]  

Sincerely,  

[Your Name] 


