
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Organization Name]  

[Organization Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

I hope this message finds you well. I am writing to provide a checklist 

of the necessary documents and information for my YVC application. Please 

find the details below:  

1. Completed Application Form  

2. Personal Statement  

3. Current Resume  

4. Letters of Recommendation  

5. Proof of Eligibility (e.g., age, residency)  

6. Transcript or Academic Records  

7. Additional Supporting Documents (if applicable)  

I appreciate your assistance in reviewing my application and look forward 

to your positive response.  

Thank you for your attention.  

Sincerely,  

[Your Name]  

[Your Signature (if sending a hard copy)] 


