
Job Task Solicitation Letter 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Your Email] 

[Your Phone Number] 

[Recipient's Name] 

[Recipient's Title] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this letter finds you well. I am writing to express my interest in [specific job task or 

project] and to outline how I can contribute to its success. 

Task Outline: 

• Task 1: [Description of Task 1] 

• Task 2: [Description of Task 2] 

• Task 3: [Description of Task 3] 

I believe my skills in [relevant skills] and experience in [relevant experience] make me a suitable 

candidate for this task. I am eager to bring my expertise to [Company Name] and achieve 

[specific goals or objectives]. 

Thank you for considering my solicitation. I look forward to the opportunity to discuss this 

further. 

Sincerely, 

[Your Signature (if sending a hard copy)] 

[Your Name] 


