
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Company Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

I hope this letter finds you well. I am writing to express my interest in 

a potential job opportunity within [Company Name].  

[Paragraph 1: Introduction - briefly introduce yourself and state the 

purpose of the letter.]  

[Paragraph 2: Body - provide details about your qualifications, relevant 

experience, and why you would be a great fit for the company.]  

[Paragraph 3: Conclusion - thank the recipient for their time and 

consideration, and express your enthusiasm for the opportunity to discuss 

your application further.]  

Sincerely,  

[Your Name] 


