
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Title]  

[Department]  

[College/University Name]  

[Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

I am writing to formally request consideration for course credit for 

[specific course name or course number] that I completed at [institution 

name] during [semester/year].  

[Briefly explain the course details, including syllabus, key topics 

covered, and learning outcomes. Mention how it relates to your current 

program.]  

I believe that the skills and knowledge I gained from this course align 

with [mention specific requirements or learning objectives of the college 

course you are seeking credit for].  

Please find attached the relevant documentation, including [transcripts, 

syllabus, assignments, or any other supporting documents].  

I appreciate your attention to my request and would be grateful for your 

consideration. I look forward to your favorable response.  

Thank you for your time.  

Sincerely,  

[Your Name]  

[Your Student ID (if applicable)] 


