
Request for Course Enrollment Approval 

Date: [Insert Date] 

To: [Insert Recipient's Name] 

[Insert Recipient's Title] 

[Insert Institution's Name] 

[Insert Institution's Address] 

Dear [Insert Recipient's Name], 

I hope this message finds you well. My name is [Your Name], and I am a transfer student from 

[Insert Previous Institution's Name] currently enrolled in [Insert Current Program/Department] at 

[Insert Current Institution's Name]. I am writing to formally request your approval for my 

enrollment in the following course(s): 

• [Course Code and Title 1] 

• [Course Code and Title 2] 

• [Course Code and Title 3] 

These courses are integral to my academic progression, and I believe they will enhance my 

understanding and skills within my field. My previous coursework has prepared me for these 

subjects, and I am eager to continue my education here. 

Please find attached my academic transcript and course descriptions, as well as any additional 

documentation you may require. 

I appreciate your consideration of my request and look forward to your positive response. Should 

you need to discuss this further, please feel free to contact me at [Your Email Address] or [Your 

Phone Number]. 

Thank you for your time and assistance. 

Sincerely, 

[Your Name] 

[Your Student ID] 

[Insert Current Program/Department] 

[Insert Current Institution's Name] 


