
Request for Admission Requirements 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Admissions Office] 

[School Name] 

[School Address] 

[City, State, Zip Code] 

Dear Admissions Committee, 

I hope this message finds you well. I am writing to inquire about the admission requirements for 

[specific program or level, e.g., undergraduate, graduate] for the upcoming academic year. I am 

eager to apply and would like to ensure I understand all necessary procedures and documentation 

required. 

Specifically, I would appreciate it if you could provide details regarding: 

• Application deadlines 

• Required documentation (transcripts, letters of recommendation, etc.) 

• Standardized test requirements (if any) 

• Any additional materials or information needed for submission 

Thank you for your assistance. I look forward to your prompt response as I prepare my 

application. 

Sincerely, 

[Your Name] 


