To
[The Recipient Name]
[Address]
Dear Sir [name],
Congratulations! We are very glad to inform you that you have been accepted into the Business program of [university name] for the [year-year] session. Your previous academic record and your extracurricular achievements have earned you this place.
We have attached a list of documents you need to submit before the semester starts. Also attached are some forms which need to be filled and submitted latest by [date]. We are also sending a starter pack that has all the important information to get you started. It has all the details from the campus guide to on-campus job opportunities and scholarships being offered. In case of any quarries, please contact Mr. [name] through phone [phone number] or email at [email address].
In the end, we would like to congratulate you once again on achieving this important milestone.
[Your Name]
[Institute Name]
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