
[Your Name]  

[Your Title]  

[Your Institution/Organization]  

[Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

I hope this message finds you well. I am writing to provide you with an 

overview of the waitlist procedures for [specific program, course, or 

event] at [your institution/organization].  

If you find yourself on our waitlist, please be assured that your 

application is still valued and under consideration. Here are the key 

steps and guidelines regarding the waitlist process:  

1. **Notification of Waitlist Status**: You will be informed of your 

waitlist status via [email/letter] shortly after the initial selection 

process is completed.  

2. **Position on the Waitlist**: Unfortunately, we cannot disclose your 

exact position on the waitlist, as it may change based on ongoing 

admissions and withdrawals.  

3. **Waitlist Movement**: If an opening becomes available in the program, 

we will reach out to waitlisted applicants in the order their 

applications were submitted.  

4. **Response Time**: If you are offered a spot, it is important that you 

respond within [specified time frame] to confirm your acceptance.  

5. **Updates**: We will keep you updated regarding your status on the 

waitlist as changes occur.  

6. **Final Decisions**: By [specific date], all final decisions regarding 

admissions will be communicated.  

We appreciate your patience and understanding during this process. Should 

you have any further questions or require additional information, please 

do not hesitate to reach out. 

Thank you for your interest in [program name], and we wish you the best 

of luck! 

Sincerely,  

[Your Name]  

[Your Title]  

[Your Institution/Organization] 


