
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Organization/Institution Name]  

[Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

I am writing to formally submit my application for the [specific program 

or position] at [Organization/Institution Name] as part of the UUC 

(University/University College) program.  

I am currently [briefly describe your current situation, e.g., a student 

at XYZ University, recent graduate, etc.], and I am eager to pursue 

[mention your interests or goals related to the UUC program].  

Attached to this letter are my completed application form and supporting 

documents, which include [list any required documents, e.g., resume, 

transcripts, recommendation letters].  

I appreciate your consideration of my application, and I look forward to 

the opportunity to contribute to [Organization/Institution Name]. Please 

feel free to contact me should you require any additional information.  

Thank you for your time and attention.  

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Typed Name] 


