
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Institution/Company Name]  

[Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Request for Entry Testing Details  

I hope this letter finds you well. I am writing to inquire about the 

entry testing process for [specific program/course] at [institution 

name].  

I would appreciate it if you could provide information regarding the 

following:  

1. Test dates and deadlines  

2. Registration process  

3. Format and subjects covered in the test  

4. Preparation resources or guidelines  

I am eager to ensure I meet all necessary requirements and prepare 

adequately. Thank you for your assistance.  

Sincerely,  

[Your Name] 


