
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Title]  

[Department]  

[University/Institution Name]  

[Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

I hope this letter finds you well. I am writing to [state the purpose of 

the letter, e.g., request information, express concerns, etc.].  

[Paragraph 1: Introduce yourself briefly and your connection to the 

university or department, including relevant background information.]  

[Paragraph 2: Detail the specific issue or request you are presenting. 

Include any relevant information or context that supports your request.]  

[Paragraph 3: Conclude by summarizing your main points and expressing any 

hopes or expectations for a response.]  

Thank you for considering my request. I look forward to your response.  

Sincerely,  

[Your Name]  

[Your Student ID (if applicable)]  

[Your Program/Department] 


