
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Title/Position]  

[Institute/School Name]  

[Institute Address]  

[City, State, Zip Code]  

Subject: Application for Tuition Refund  

Dear [Recipient Name],  

I hope this message finds you well. I am writing to formally request a 

refund of my tuition fees for the [specific course/program name], which I 

[completed/withdrew from] on [date].  

Due to [brief explanation of reason - e.g., unforeseen circumstances, 

financial issues, medical reasons], I am unable to continue with the 

program, and I believe that I am eligible for a refund according to the 

institution's tuition refund policy.  

My student ID is [Your Student ID], and I have attached all relevant 

documentation, including [list any attached documents, e.g., proof of 

withdrawal, payment receipts].  

I kindly request your prompt attention to this matter and look forward to 

your response. Thank you for your assistance.  

Sincerely,  

[Your Name]  

[Your Signature (if sending a hard copy)] 


