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INTRODUCTION

An Expression of Interest (EOI) letter is a powerful tool in many
professional contexts, from applying for a job opening to bidding
on a  contract  or  securing  a  place  in  a  competitive  program.
Despite its importance, many people struggle with how to write
an  expression  of  interest  letter  effectively.  A  well-crafted  EOI
serves  as  your  first  impression,  showcasing  your  qualifications,
enthusiasm, and alignment with the opportunity. Whether you
are a  fresh graduate,  a  seasoned professional,  or  a  business
owner, mastering this skill can significantly boost your chances of
success. In this article, we will explore everything you need to
know about writing a compelling expression of  interest letter,
including its purpose, key components, step-by-step instructions,
practical tips, and a sample template. By the end, you will have a
clear roadmap to create a document that stands out naturally
and persuasively.

WHAT IS AN EXPRESSION OF INTEREST LETTER?

An expression of interest letter, often abbreviated as EOI, is a
formal  document  that  indicates  your  interest  in  a  particular

opportunity, such as a job, a project, a partnership, a grant, a
tender, or an academic program. Unlike a standard cover letter,
which is typically tailored for a specific job application, an EOI is
more flexible and is often used when the opportunity is broad or
when the process involves a pre-qualification stage. For instance,
a company may issue an open call for proposals, and interested
parties submit an EOI to express their intent to bid. Similarly, a
university might ask for an EOI from prospective students before
a full application.
The primary goal of an EOI is to demonstrate that you are a
viable  candidate  or  partner.  It  should  briefly  highlight  your
relevant experience, capabilities, and motivation without going
into excessive detail. A strong EOI convinces the reader to invite
you to the next stage, whether it is submitting a full proposal,
attending  an  interview,  or  entering  into  negotiations.
Understanding how to write an expression of interest letter with
the  right  tone  and  structure  is  crucial  for  making  a  positive
impact.

WHEN SHOULD YOU USE AN EXPRESSION OF
INTEREST LETTER?

Knowing when to use an EOI is just as important as knowing how
to write one. Typical scenarios include:
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Job applications: Some employers request an EOI instead
of a cover letter, especially for trainee, internship, or bulk
recruitment campaigns.
Tendering and procurement: Government agencies and
large corporations often require an EOI before soliciting
detailed bids.
Academic admissions: Graduate programs, research
positions, or scholarships may ask for an EOI to gauge
interest before a formal application.
Business partnerships: When seeking joint ventures,
distributors, or funding, an EOI can help you start a
conversation.
Grant submissions: Many funding bodies use EOIs as a
first step to filter applicants.

Using an EOI in these contexts saves time for both parties. It
allows you to express interest quickly while giving the recipient a
snapshot of your suitability. If you are unsure whether to send an
EOI or a full application, check the instructions carefully. When in
doubt, a concise, well-written EOI is rarely a mistake.

KEY COMPONENTS OF AN EFFECTIVE EXPRESSION OF
INTEREST LETTER

Before you start drafting, it  helps to understand the standard
elements that make an EOI effective. While the exact format may
vary, most successful letters include the following:

1. Clear Subject Line or
Opening
Your  title  or  first  line  should  state  the  opportunity  you  are
pursuing.  For  email  submissions,  use  a  subject  line  like
“Expression of Interest – [Position/Project Name] – [Your Name].”
In a printed letter, include a reference line.

2. Professional Salutation
Address the recipient by name if possible. If unknown, use “Dear
Hiring Manager” or “Dear Selection Committee.” Avoid generic
greetings like “To Whom It May Concern” unless necessary.

3. Introduction and Context
The opening paragraph should explain who you are and why you
are writing.  Mention the specific  opportunity  and briefly express
your interest. For example: “I am writing to express my strong
interest  in  the  Research  Assistant  position  at  the  Urban
Sustainability Lab, as advertised on your website.”

4. Relevant Qualifications
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and Experience
This is the core of your EOI. Summarize your skills, education,
and  experience  that  align  with  the  requirements.  Use  bullet
points or  short  paragraphs for  readability.  Focus on the most
relevant achievements rather than listing everything.

5. Motivation and
Alignment
Explain why you are interested in this particular opportunity and
how it fits your career or business goals. Mention any knowledge
of the organization or project to show genuine engagement.

6. Call to Action
State what you hope will happen next – an invitation to submit a
full  proposal,  an interview, or  a conversation.  Politely  request
further steps.

7. Professional Closing
End  with  a  courteous  closing  such  as  “Sincerely”  or  “Best
regards,” followed by your full name, title, and contact details. If
relevant, include a link to your LinkedIn profile or portfolio.

STEP-BY-STEP GUIDE: HOW TO WRITE AN
EXPRESSION OF INTEREST LETTER

Now that you understand the components, here is a practical
step-by-step guide on how to  write  an expression of  interest
letter that gets results.

Step 1: Research the
Opportunity Thoroughly
Before writing,  gather information about the organization,  the
project, or the program. Understand their values, objectives, and
pain points. This allows you to tailor your EOI to what they care
about most.  For  example,  if  you are applying for  a grant for
environmental  projects,  highlight  your  experience  with
sustainability  metrics.

Step 2: Choose the Right
Format
Decide  whether  to  send your  EOI  as  a  formal  letter  (PDF or
printed)  or  an  email.  Most  modern  applications  prefer  email.
Ensure your formatting is clean: use standard fonts (Arial, Calibri,
Times New Roman),  11-  or  12-point  size,  and single  spacing.
Keep it to one page unless the instructions say otherwise.
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Step 3: Write a Strong
Opening
Your opening must grab attention immediately. State the purpose
in  the  first  sentence.  For  instance:  “I  am  writing  to  express  my
interest in the Lead Developer role at TechVision, as I have ten
years of experience in full-stack development and a passion for
AI-driven solutions.” Avoid long introductions.

Step 4: Highlight Your
Unique Value Proposition
In the body, connect your skills directly to the opportunity. Use
specific examples. Instead of saying “I am a good leader,” say “I
led a team of 15 engineers to deliver a project two months ahead
of  schedule,  saving  the  company  $200,000.”  Quantifiable
achievements  are  powerful.

Step 5: Show Enthusiasm,
Not Desperation
Express  genuine  interest  without  exaggerating.  Mention
something specific that attracted you – a recent accomplishment
of the organization, a unique aspect of the project, or a shared

mission. This demonstrates that you have done your homework.

Step 6: Keep It Concise and
Focused
An EOI is not a cover letter or a resume. Aim for 300–500 words.
Every sentence should add value. Avoid repeating information
that is already in your attached CV or brochure. Use active voice
and simple language.

Step 7: Include a Clear Call
to Action
End by stating the next step you desire. For example: “I would
welcome  the  opportunity  to  discuss  my  qualifications  further  in
an interview. Please find my CV attached for your review. Thank
you for considering my expression of interest.”

Step 8: Proofread and Edit
Errors can ruin your credibility. Read the letter aloud, use spell
check, and ask a friend to review it. Check for consistency in
tone, tense, and formatting.

TIPS FOR WRITING A STANDOUT EXPRESSION OF
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INTEREST LETTER

To ensure your EOI is effective, consider these expert tips:

Customize every time: Never send a generic EOI. Tailor
each letter to the specific opportunity. Even small details
like mentioning the organization’s recent news shows
effort.
Use keywords naturally: If the opportunity description
mentions specific skills or terms (e.g., “project
management,” “budgeting,” “stakeholder engagement”),
incorporate them where relevant. This helps with both
human readers and automated screening.
Focus on the reader’s needs: Frame your qualifications
in terms of how they benefit the recipient. Instead of “I
want to gain experience,” say “I can contribute to your
team’s efficiency from day one.”
Be confident but humble: Avoid self-deprecating
language. At the same time, do not boast. Let your
achievements speak for themselves.
Include a call to action in the subject line (for email):
A subject line like “EOI: Experienced Architect for City
Revitalization Project” can increase open rates.
Attach supporting documents: Mention that you have
attached your resume, portfolio, or company profile, and
ensure they are well formatted and named clearly (e.g.,
“Resume_JohnDoe_EOI.pdf”).
Follow up appropriately: If you do not hear back within
the specified timeframe, a polite follow-up email can

reinforce your interest.

SAMPLE EXPRESSION OF INTEREST LETTER TEMPLATE

Below  is  a  template  you  can  adapt.  Replace  the  bracketed
information with your own details.
[Your Name]
[Your Address]
[City, State, ZIP Code]
[Email Address]
[Phone Number]
[Date]
[Recipient’s Name]
[Company/Organization Name]
[Address]
[City, State, ZIP Code]
Subject: Expression of Interest – [Job Title/Project Name]
Dear [Mr./Ms. Last Name or “Hiring Manager”],
I  am  writing  to  express  my  strong  interest  in  the  [specific
opportunity] as advertised on [source]. With [number] years of
experience  in  [field]  and  a  proven  track  record  in  [key
achievement], I am confident I would be a valuable asset to your
team.
In my current role as [current position] at [current company], I
have  successfully  [mention  one  or  two  key  accomplishments
relevant to the opportunity]. For example, I  led [specific project]
that  resulted  in  [quantifiable  result].  This  experience  aligns
closely  with  your  need  for  [mention  requirement].
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I  am  particularly  drawn  to  this  opportunity  because  [reason
related to the organization’s mission, recent work, or values]. I
admire your commitment to [specific aspect], and I am eager to
contribute my skills to [specific goal].
I  have  attached  my  [CV/portfolio/company  profile]  for  your
review.  I  would  welcome  the  chance  to  discuss  how  my
background  and  abilities  can  benefit  your  [project/organization].
Please feel free to contact me at [phone number] or [email] to
schedule a call at your convenience.
Thank  you  for  considering  my  expression  of  interest.  I  look
forward to the possibility of working together.
Sincerely,
[Your Full Name]
[Your Title, if applicable]

COMMON MISTAKES TO AVOID WHEN WRITING AN
EOI

To ensure your letter is effective, steer clear of these pitfalls:

Being too vague: “I have great skills” is meaningless. Be
specific about what you offer.
Ignoring instructions: If the call requests specific
information (like budget range or capacity), include it.
Writing too much: Long-winded letters risk being
skimmed or ignored. Stick to the essentials.
Using jargon or buzzwords: Overused phrases like
“thinking outside the box” or “synergy” can sound
insincere.
Forgetting to mention the opportunity: Clearly state
the position or project name so the recipient knows exactly
what you are referring to.
Neglecting contact information: Make sure your phone,
email, and any relevant links are easy to find.

FREQUENTLY ASKED QUESTIONS ABOUT EXPRESSION
OF INTEREST LETTERS

How long should an EOI be?


