
[Your School's Letterhead]  

[Date]  

[Recipient's Name]  

[Recipient's Address]  

[City, State, ZIP Code]  

Subject: Admission Notification for [Grade/Class Name]  

Dear [Recipient's Name],  

We are pleased to inform you that your application for admission to 

[School Name] for the [Grade/Class Name] has been successfully accepted.  

Details of the admission process are as follows:  

- **Admission Date:** [Date]  

- **Time:** [Time]  

- **Location:** [School Address/Location]  

Please ensure that you bring the necessary documents listed below:  

1. [List of Required Documents]  

2. [List of Required Documents]  

We are excited to welcome you to our school community. Should you have 

any questions, please do not hesitate to reach out to us at [Contact 

Information].  

Congratulations once again!  

Sincerely,  

[Your Name]  

[Your Position]  

[School Name]  

[Contact Information] 


