
 
How to Write Your Application Letter 

 

To be considered for the majority of the financial support programs, an application letter uploaded into 
your Financial Assistance Profile is required. Save your letter as a pdf with this naming format: 
LastName.FirstName.FinancialSupportType.pdf.  
 
Overview 
Writing an application letter for financial support can be a crucial step in securing the assistance you 
need to pursue your educational and/or personal goals. Whether you're applying for scholarships, 
grants, or other forms of financial support, a well-crafted application letter can significantly increase 
your chances of success. This guide aims to provide you with a comprehensive overview of the essential 
elements and tips to create a compelling application letter that effectively communicates your needs 
and aspirations. 
 
1. Understand the Requirements 
Before you begin writing your application letter, carefully review the guidelines and requirements 
provided by the institution or organization offering financial support (if applicable). Take note of the 
application deadline, eligibility criteria, required documents, and any specific instructions for the letter 
itself. Adhering to these guidelines demonstrates your attention to detail and professionalism. 
 
2. Gather Information 
Collect all necessary information about yourself, including personal details, educational background, 
accomplishments, extracurricular activities, community involvement, and financial circumstances. Make 
sure to have a clear understanding of why you need financial assistance and how it will help you achieve 
your academic and career goals. 
 
3. Format and Structure 
Follow a professional and standard letter format. Include the following components: 

a. Sender's Information: 
Your full name 
Address 
City, State, Zip Code 
Email address 
Phone number 
Date: 
Include the date of writing the letter. 

b. Recipient's Information: 
The name of the organization or individual responsible for granting financial aid 
Title of the recipient (if applicable) 
Address 

c. Salutation: 
Use a proper salutation such as "Dear [Recipient's Name]" or "To Whom It May Concern." 

d. Introduction: 
Begin with a brief and engaging introduction that states the purpose of the letter and your 
interest in applying for financial support. 

4. Body of the Letter 



 
This section is the core of your application letter. Organize it into coherent paragraphs addressing the 
following points: 

a. Your Background and Ambitions: 
Share your educational background, career aspirations, and the reasons why financial support is 
essential to achieving your goals. 

b. Demonstrate Your Merits: 
Highlight your achievements, awards, academic performance, and any exceptional skills or 
talents you possess. 

c. Explain Your Financial Need: 
Clearly and honestly explain your financial circumstances, challenges, and the specific amount of 
financial aid you require. 

d. Relate to the Sponsor's Goals: 
Show how your values, objectives, and future plans align with the organization's mission and 
vision. 

e. Gratitude and Commitment: 
Express gratitude for considering your application and assure the sponsor of your commitment 
to academic excellence and using the assistance responsibly. 

Below is a list of topics to consider including in your letter:  
• You may address your letter “To the Kepler Awards Committee”  
• Tell us about yourself, what are your hobbies, interests, etc.  
• What program are you taking and why did you choose it? 
• What exceptional work have you done? 
• Why do you feel you deserve an award?  
• What do you hope to achieve with your education?  
• What are your greatest accomplishments or what are you most proud of?  
• How are you involved with the community?  
• Describe in detail your volunteer work.  
• How do you go above and beyond for others? 
• How would receiving an award assist you with your education?  
• Show your appreciation for being considered  
 
5. Conclusion 
Summarize your key points and restate your gratitude. Reiterate your contact information for any 
further communication. 
 

6. Proofreading and Editing 
After completing your letter, review it thoroughly for any grammatical errors, typos, or inconsistencies. 
Consider seeking feedback from teachers, mentors, or friends to ensure clarity and coherence. 
 

7. Submitting the Application 
Follow the submission instructions provided in the guidelines. Ensure that you enclose all required 
documents and submit the application before the deadline. 
 
Writing an effective application letter for financial support requires thoughtfulness, clarity, and sincerity. 
Tailor your letter to the specific requirements of each application, and remember to present yourself as 
a deserving and dedicated candidate. This guide serves as a helpful tool, prepare and share your 
passions with the world, to transform your orbit! 


