
**JFK University Admission Letter Outline** 

1. **Header** 

 - University Logo 

 - Address of JFK University 

 - Date 

2. **Recipient Information** 

 - Applicant's Full Name 

 - Applicant's Address 

 - City, State, Zip Code 

3. **Salutation** 

 - "Dear [Applicant's First Name]," 

4. **Opening Paragraph** 

 - Congratulate the applicant on their admission 

 - Brief mention of the program they applied for 

5. **Body Paragraphs** 

 - **Details of Admission:** 

 - Specific program and degree offered 

 - Start date and important deadlines 

 - **Next Steps:** 

 - Enrollment instructions 

 - Orientation information 

 - Financial aid/scholarship information (if applicable) 

 - **University Resources:** 

 - Mention of support services (e.g., academic advising, counseling) 

6. **Closing Paragraph** 

 - Express excitement about the applicant joining the university 

community 

 - Encourage the applicant to reach out with questions 

7. **Closing** 

 - "Sincerely," 

 - [Name] 

 - [Title] 

 - [Department] 

8. **Footer** 

 - Contact information 

 - University website 

 - Social media links (if applicable) 


