
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Institution Name]  

[Institution Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

I am writing to formally request admission to the Postgraduate Diploma in 

[Program Name] at [Institution Name] for the [Year/Term, e.g., Fall 2024] 

intake. I am excited about the opportunity to further my academic and 

professional development in this field.  

I hold a [Your Previous Degree] in [Field of Study] from [Your Previous 

Institution], where I gained foundational knowledge and hands-on 

experience. My academic journey and professional experiences have 

equipped me with critical skills and a passion for [Relevant 

Topic/Field].  

I am particularly drawn to [specific aspects of the program or faculty], 

which I believe align perfectly with my career objectives. I am eager to 

contribute to the vibrant academic community at [Institution Name] and to 

learn from esteemed faculty and fellow students.  

Attached are my academic transcripts, letters of recommendation, and 

other required documents for your review. Thank you for considering my 

application. I look forward to the opportunity to discuss my candidacy 

further.  

Sincerely,  

[Your Name]  

[Your Signature (if sending a hard copy)] 


