
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

XJTLU Admissions Office  

[University Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

[Opening Paragraph: Introduce yourself and state the purpose of your 

letter. Mention the specific program you are applying for and any 

relevant details.]  

[Body Paragraph(s): Provide more information about your qualifications, 

experiences, and motivations for applying. Discuss how your background 

aligns with the program and what you hope to achieve.]  

[Closing Paragraph: Thank the recipient for considering your application. 

Express your enthusiasm for the program and your willingness to provide 

any additional information if needed.]  

Sincerely,  

[Your Name]  

[Your Signature (if sending a hard copy)] 


