
Request for Offer Letter 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Recipient's Title] 

[Institution/Organization Name] 

[Institution Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request an offer letter for the 

[specific educational program name] that I recently applied for. As I am eager to proceed with 

the next steps in my academic journey, having an official offer letter is essential for my planning. 

If further information is required to assist with this request, please do not hesitate to reach out to 

me via the contact details provided above. 

Thank you for your attention to this matter. I look forward to your prompt response. 

Sincerely, 

[Your Name] 


