
Simple Inquiry Letter Format for School Admission
This document provides a simple inquiry letter format for school admission, designed to help parents and students request information about admission procedures, eligibility criteria, and important deadlines. The sample letter
includes essential elements such as a polite salutation, clear expression of interest in the school, specific questions regarding the admission process, and a courteous closing. Using this format ensures effective communication with school
administrative offices and facilitates a smooth admission inquiry experience.

Sample Inquiry Letter

[Your Name]
[Your Address]
[City, State, ZIP Code]
[Email Address]
[Phone Number]
[Date]
The Principal
[School Name]
[School Address]
[City, State, ZIP Code]
Subject: Inquiry Regarding School Admission
Dear Sir/Madam,
I am writing to inquire about the admission process for [grade/class] at [School Name] for the academic year [year/session]. I am keenly interested in seeking admission for my [son/daughter/ward], [Child's Name], and wish to know more about the eligibility criteria, important application deadlines, and the required documents.
Could you please provide information regarding:
- The admission procedure and timeline
- Eligibility requirements for applicants
- Documents to be submitted with the application
- Any entrance tests or interviews, if applicable
I would appreciate it if you could send me the relevant details at your earliest convenience. Thank you for your time and assistance.
Yours sincerely,
[Your Name]
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