
Sample Letter for MBA Admission Process Clarification
This sample letter serves as a formal communication tool to seek clarification on the MBA admission process. It is designed to help
prospective students inquire about application deadlines, required documents, entrance exam details, eligibility criteria, and any other specific
admission procedures. Using this letter ensures clear understanding and smooth navigation through the admission requirements, enabling applicants
to prepare and submit their materials correctly and on time, thus enhancing their chances of securing a place in the MBA program.

Your Name
Your Address
City, State, ZIP Code
Email Address
Phone Number
Date

Admissions Office
[Name of the University/Institution]
[Department/Faculty of Business]
[University Address]
[City, State, ZIP Code]

Subject: Request for Clarification on MBA Admission Process

Dear Sir/Madam,

I hope this letter finds you well. I am writing to express my keen interest in applying to the MBA program at [Name of the
University/Institution] for the upcoming academic year. Before I proceed with my application, I would like to request clarification regarding
certain aspects of the admission process.

Specifically, I seek information on the following points:

The deadlines for application submission.
The list of required documents (e.g., transcripts, recommendation letters, resume, statement of purpose, etc.).
Details regarding the entrance examination, if applicable (format, dates, syllabus).
The eligibility criteria for admission (academic qualifications, work experience, test scores, etc.).
Any additional steps or specific procedures that applicants should be aware of.

I would greatly appreciate it if you could provide detailed information on the above points, or direct me to the appropriate resources or contacts
for assistance.

Thank you for your time and assistance. I look forward to your response and hope to complete my application with a clear understanding of all
requirements.

Sincerely,
[Your Name]
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