Formal Request for Student Enrollment Data

Date: [Insert Date]

[Your Name]

[Your Position]

[Your Institution]

[Your Contact Information]

[Recipient's Name]

[Recipient's Position]
[Recipient's Institution]
[Recipient's Contact Information]

Dear [Recipient's Name],

| hope this message finds you well. I am writing to formally request access to the student
enrollment data for [specific term/semester/year] for the purpose of [explain purpose, e.g.,
research, reporting, analysis]. This data is essential for [briefly describe how the data will be
used].

Please let me know if you require any further information or if there are specific forms | need to
complete to facilitate this request. | appreciate your assistance in this matter.

Thank you for considering my request. | look forward to your prompt response.

Sincerely,

[Your Name]
[Your Position]
[Your Institution]



