
Cover Letter Example 1: Internship Application 
 
[Your Name] 
[Your Address] 
[City, State, ZIP Code] 
[Your Email Address] 
[Your Phone Number] 
 
[Date] 
 
[Recipient Name] 
[Company Name] 
[Company Address] 
[City, State, ZIP Code] 
 
Dear [Recipient Name], 
 
I am writing to express my interest in the [Specific Internship Position] at [Company Name] as 
advertised on [Job Board/Company Website]. As a [Year] student pursuing a Bachelor of [Your 
Major] at [Your University], I am eager to apply my academic knowledge and passion for 
[Relevant Industry/Field] in a practical, professional setting. 
 
Throughout my coursework in [Relevant Courses], I have developed strong skills in [Relevant 
Skills]. Additionally, my involvement in [Clubs/Organizations] has honed my abilities in [Soft 
Skills, e.g., teamwork, leadership]. I am particularly drawn to [Company Name]'s commitment to 
[Specific Value/Project of the Company] and believe my skills would make me a valuable 
contributor to your team. 
 
I would welcome the opportunity to further discuss how my background can support your goals 
during this internship. Thank you for considering my application. 
 
Sincerely, 

Your Name 

[Your Name] 
  



 
Cover Letter Example 2: Full-Time Job Application (Recent Graduate) 

 
[Your Name] 
[Your Address] 
[City, State, ZIP Code] 
[Your Email Address] 
 
[Your Phone Number] 
 
[Date] 
 
[Recipient Name] 
[Company Name] 
[Company Address] 
[City, State, ZIP Code] 
 
Dear [Recipient Name], 
 
I am excited to apply for the [Job Title] position at [Company Name] as advertised on [Job 
Board/Company Website]. I will be graduating in [Month, Year] with a Bachelor of [Your Major] 
from [Your University] and am eager to bring my knowledge and enthusiasm to your dynamic 
team. 
 
During my academic career, I specialized in [Relevant Subject/Area], which provided me with a 
strong foundation in [Key Skills/Tools]. My internship at [Company/Organization] allowed me to 
apply these concepts in a professional setting, where I contributed to [Project/Outcome]. 
Additionally, my leadership role in [Club/Organization] helped me develop strong 
communication and problem-solving skills. 
 
I am particularly drawn to [Company Name]'s focus on [Specific Value/Project] and would 
welcome the opportunity to contribute my skills and learn from your esteemed team. Thank 
you for considering my application. 
 
Sincerely, 

Your Name 

[Your Name] 
 
  



 
Cover Letter 3: Graduate School Application 

 
[Your Name] 
[Your Address] 
[City, State, ZIP Code] 
[Your Email Address] 
[Your Phone Number] 
 
[Date] 
 
Admissions Committee 
[University/Program Name] 
[University Address] 
[City, State, ZIP Code] 
 
Dear Members of the Admissions Committee, 
 
I am writing to express my strong interest in pursuing a Master’s degree in [Program Name] at 
[University Name]. Having completed my Bachelor’s degree in [Your Major] at [Your University], 
I am eager to further my studies and contribute to the field of [Field/Discipline]. 
 
Throughout my undergraduate studies, I developed a deep interest in [Research Area/Topic]. 
My coursework in [Relevant Courses] and my research experience under [Professor/Advisor] 
have prepared me with a strong foundation in [Key Skills/Tools]. My senior thesis, [Thesis Title], 
explored [Brief Description of Thesis Topic], further solidifying my commitment to this field. 
 
I am particularly drawn to [University/Program Name] for its emphasis on [Unique Aspect of 
Program], and I am inspired by the work of faculty members such as [Professor's Name]. I am 
confident that this program will help me achieve my goal of [Career/Academic Goal]. 
 
Thank you for considering my application. I would be honored to bring my dedication and 
passion to [University Name] and contribute positively to your academic community. 
 
Sincerely, 

Your Name 

[Your Name] 
  



 
Cover Letter 4: Scholarship Application 

 
[Your Name] 
[Your Address] 
[City, State, ZIP Code] 
[Your Email Address] 
[Your Phone Number] 
 
[Date] 
 
Scholarship Committee 
[Scholarship Organization Name] 
[Organization Address] 
[City, State, ZIP Code] 
 
Dear Members of the Scholarship Committee, 
 
I am writing to express my sincere interest in the [Scholarship Name] offered by [Organization 
Name]. As a [Year] student pursuing a Bachelor of [Your Major] at [Your University], I am 
committed to academic excellence and personal growth, and this scholarship would greatly 
support my educational journey. 
 
My dedication to [Field/Area] has been demonstrated through my coursework and 
extracurricular involvement in [Clubs/Projects]. I have maintained a strong academic record 
while actively contributing to my community through [Volunteer Work/Leadership Roles]. This 
scholarship would allow me to further focus on my studies and continue making positive 
contributions to my university and community. 
 
Thank you for considering my application. I would be honored to represent [Scholarship Name] 
and uphold the values it stands for. 
 
Sincerely, 

Your Name 

[Your Name] 
  



 
Cover Letter 5: Research Assistant Position 

 
[Your Name] 
[Your Address] 
[City, State, ZIP Code] 
[Your Email Address] 
[Your Phone Number] 
 
[Date] 
 
[Professor's Name] 
[Department Name] 
[University Name] 
[University Address] 
[City, State, ZIP Code] 
 
Dear [Professor's Name], 
 
I am writing to express my interest in the Research Assistant position within your 
[Lab/Department Name] at [University Name]. As a [Year] student majoring in [Your Major], I 
have developed a strong foundation in [Relevant Skills/Tools] and am eager to apply my 
knowledge to meaningful research under your guidance. 
 
My coursework in [Relevant Courses] and experience working on [Project/Research Experience] 
have prepared me to contribute effectively to your ongoing research in [Research Area]. I am 
particularly interested in your work on [Specific Research Topic], as it aligns closely with my 
academic interests and career aspirations. 
 
I would welcome the opportunity to discuss how my background and skills can support your 
research objectives. Thank you for considering my application. 
 
Sincerely, 

Your Name 

[Your Name] 
 


