
Inquiry for School Admission Process 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Your Email] 

[Your Phone Number] 

Admissions Office 

[School Name] 

[School Address] 

[City, State, Zip Code] 

Dear Admissions Officer, 

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

[specify program/grade level] at [School Name] for the upcoming academic year. 

Could you please provide information regarding: 

• The application timeline 

• Required documents and materials 

• Admission criteria 

• Any entrance exams or interviews 

Additionally, I would appreciate any details on open house events or opportunities for 

prospective students to visit the school. 

Thank you for your time and assistance. I look forward to your prompt response. 

Sincerely, 

[Your Name] 


