
**UJ Admission Letter Outline** 

1. **Header** 

 - University Logo 

 - Date 

2. **Recipient Information** 

 - Applicant's Full Name 

 - Applicant's Address 

 - City, State, Zip Code 

3. **Greeting** 

 - "Dear [Applicant's Name]," 

4. **Introduction** 

 - State the purpose of the letter (e.g., admission decision). 

5. **Admission Decision** 

 - Clearly state whether the applicant has been accepted, waitlisted, or 

denied admission. 

 - Include specific program or major. 

6. **Details of Admission** 

 - Information about the program 

 - Start date 

 - Any prerequisites or requirements 

7. **Next Steps** 

 - Instructions for accepting the offer 

 - Deadline for response 

 - Information about registration/orientation 

8. **Financial Information (if applicable)** 

 - Mention any scholarships, financial aid, or tuition fees 

9. **Closing Remarks** 

 - Congratulations and positive encouragement 

 - Welcome to the university community 

10. **Signature** 

 - Admission Officer's Name 

 - Title 

 - University Name 

11. **Contact Information** 

 - Office of Admissions contact details for questions 

12. **Enclosures (if applicable)** 

 - Additional documents such as brochures, forms, etc. 


