
Subject: Request for Information on Graduate Programs 

Dear [Recipient's Name], 

I hope this message finds you well. My name is [Your Name], and I am 

interested in pursuing a graduate degree at Kennesaw State University. I 

would greatly appreciate any information you could provide regarding the 

application process, program offerings, and any upcoming information 

sessions. 

Thank you for your assistance. I look forward to your response. 

Best regards, 

[Your Name]  

[Your Contact Information]  

[Your Current Institution/Organization]  

--- 

Subject: Inquiry Regarding Academic Advising Appointment 

Dear [Advisor's Name], 

I hope you are doing well. I would like to schedule an appointment to 

discuss my academic progress and course selection for the upcoming 

semester. Please let me know your available times, and I will do my best 

to accommodate. 

Thank you for your help. 

Sincerely, 

[Your Name]  

[Your Student ID]  

[Your Program/Department]  

--- 

Subject: Confirmation of Attendance at Information Session 

Dear [Event Coordinator's Name], 

I am writing to confirm my attendance at the upcoming information session 

on [Date and Time] regarding [Specific Topic/Event]. I am looking forward 

to learning more about the program and meeting other prospective 

students. 

Thank you for organizing this event. 

Warm regards, 

[Your Name]  

[Your Contact Information]  

[Your Major]  

--- 

Subject: Follow-Up on Job Application for [Position Title] 

Dear [Hiring Manager's Name], 

I hope this email finds you well. I wanted to follow up on my application 

for the [Position Title] at Kennesaw State University submitted on 

[Date]. I am very enthusiastic about the opportunity to contribute to 

your team and look forward to any updates regarding my application 

status. 

Thank you for your time and consideration. 

Best,  

[Your Name]  

[Your LinkedIn Profile or Website, if applicable]  

[Your Phone Number] 


