
1234, Main Street
Boston, MA 02123

04 April, 2005

<Recipient Address Goes Here>

Hello,

Enclosed you will find my application materials for admission to <school name> for the <year> <semester> semester. I have included <materials>.

I would appreciate it if you could process these materials as expediently as possible. Please contact me at <phone number> if there are any problems or questions. I look forward to hearing from you, and to attending <school name>.

Thank you for your time and attention.

Regards,

Jim Karter


encl: <List of enclosed items goes here>

