Inquiry Regarding Credit Transfer
Procedures and Requirements

Date: [Insert Date]

[Your Name]

[Your Address]

[City, State, Zip Code]
[Your Email]

[Your Phone Number]

[Recipient Name]
[Institution Name]
[Institution Address]
[City, State, Zip Code]

Dear [Recipient Name],

I hope this message finds you well. My name is [Your Name], and | am currently [your current
status, e.g., a student at XYZ University]. | am writing to inquire about the procedures and
requirements for transferring credits to [Institution Name].

Specifically, 1 would like to understand the following:

What are the eligibility criteria for credit transfer?

What documentation is required for the application process?

Are there specific courses that are not eligible for transfer?
What is the timeline for processing credit transfer applications?

| appreciate your assistance and guidance in this matter, and | look forward to your response.
Thank you for your time.

Sincerely,
[Your Name]



