
**Outline for School Admission Letter** 

1. **Header** 

 - Your Name 

 - Your Address 

 - City, State, Zip Code 

 - Email Address 

 - Phone Number 

 - Date 

2. **Recipient's Information** 

 - Admissions Office 

 - School Name 

 - School Address 

 - City, State, Zip Code 

3. **Salutation** 

 - Dear [Admissions Committee/Specific Name], 

4. **Introduction** 

 - State the purpose of the letter (application for admission). 

 - Mention the specific program or grade level you are applying for. 

5. **Body Paragraphs** 

 - **Academic Background** 

 - Briefly outline your academic achievements and interests. 

 - **Extracurricular Activities** 

 - Highlight relevant activities that demonstrate skills or leadership. 

 - **Personal Statement** 

 - Share your motivations for choosing this school and program. 

 - Discuss your goals and how the school aligns with them. 

6. **Conclusion** 

 - Express gratitude for considering your application. 

 - Reiterate your enthusiasm for the opportunity to attend the school. 

7. **Closing** 

 - Sincerely/Best regards, 

 - [Your Name]  

8. **Optional Attachments** 

 - Include any additional documents (transcripts, recommendation letters, 

etc.) if necessary. 


