
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Institution/Organization Name]  

[Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

I hope this message finds you well. I am writing to update my information 

regarding my position on the waitlist for [specific program, event, or 

service] at [Institution/Organization Name].  

Since my initial application on [original application date], I would like 

to provide you with the following updates:  

- [List any changes in contact information, circumstances, or relevant 

achievements]  

- [Any other notable changes that could enhance your application]  

I remain very interested in [program/event/service] and appreciate your 

consideration of my updated information. Please let me know if you 

require any further details or documentation.  

Thank you for your time and consideration. I look forward to your 

response.  

Sincerely,  

[Your Name] 


