
Sample Formal Letter for Requesting Information about University Admission
Requirements
[Your Name]
[Your Address]
[City, State, ZIP Code]
[Email Address]
[Phone Number]
[Date]

[Admissions Office]
[University Name]
[University Address]
[City, State, ZIP Code]

Dear Admissions Officer,

I am writing to request detailed information regarding the admission requirements for [Specify Program or Course, e.g., the Bachelor of Science in
Computer Science] at [University Name]. I am very interested in applying and want to ensure that I adequately fulfill all criteria and meet all
relevant deadlines.

Specifically, I would appreciate if you could provide information on the following:

Academic qualifications and minimum grade requirements
Standardized tests (if any) or language proficiency examinations required
List of required supporting documents
Details about application deadlines and important dates
Any other specific criteria or additional documentation set by the admissions office

I would be grateful for any brochures, catalogs, or application guidelines to assist me in the application process. Your assistance will help me
prepare my application according to your institution's standards.

Thank you very much for your time and support. I look forward to your response.

Sincerely,
[Your Name]
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