
**Application Letter Outline for ZGS** 

[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Your Email]  

[Your Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title]  

ZGS [Company/Organization Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient Name], 

**1. Introduction**  

- State the purpose of your letter.  

- Mention the position you are applying for.  

- Briefly introduce yourself and your background. 

**2. Body Paragraph 1: Your Qualifications**  

- Highlight relevant education or training.  

- Discuss your skills and experiences that relate to the position.  

- Provide specific examples of past achievements. 

**3. Body Paragraph 2: Why You Want to Work at ZGS**  

- Explain why you are interested in ZGS.  

- Align your values and goals with the company's mission.  

- Mention any knowledge of the company that excites you about the 

opportunity. 

**4. Conclusion**  

- Restate your enthusiasm for the position.  

- Thank the recipient for considering your application.  

- Invite them to contact you for further discussion. 

Sincerely,  

[Your Name] 


