
Enrollment Request for Exchange Program 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient Name] 

[Recipient Title] 

[Institution Name] 

[Institution Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

I am writing to formally request enrollment in the exchange program offered by [Institution 

Name] for the upcoming academic year. I am currently a [Your Year, e.g., sophomore] student 

majoring in [Your Major] at [Your Institution Name]. This program presents a valuable 

opportunity for me to enhance my academic and cultural experiences. 

I believe that participating in this exchange program will not only contribute to my academic 

growth but also help me gain a broader perspective through immersion in a different culture. I 

am particularly interested in [specific courses, experiences, or aspects of the program]. 

Attached are my application materials, including my academic transcript and letters of 

recommendation. I appreciate your consideration of my request and look forward to the 

opportunity to be part of this enriching experience. 

Thank you for your time and attention. 

Sincerely, 

[Your Name] 


