
[Your Name]  

[Your Address]  

[City, Province, Postal Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Department or Office Name]  

University of Alberta  

[University Address]  

[City, Province, Postal Code]  

Dear [Recipient Name],  

I hope this message finds you well.  

[Purpose of the letter: Briefly explain the reason for your 

correspondence. This could include inquiries, requests, or information 

you wish to share related to your studies, application status, or any 

other matter.]  

[Body of the letter: Provide additional details, background information, 

or context that supports your main point. Be clear and concise.]  

Thank you for your attention to this matter. I look forward to your 

response.  

Sincerely,  

[Your Name]  

[Your Student ID (if applicable)] 


