Sample Letter

—————————————————————————-——————————-

Registrar Request Letter

(Date)

(Name)

(Address)

Dear (Formal Name of Registrar):

Kappa Delta Pi, International Honor Society in Education, is preparing for its spring semester initiation. This year, the initiation will be held on (date chosen). As an officer in the chapter, I would like to ask for your assistance in developing our invitation list. To ensure we invite all deserving individuals, the Kappa Delta Pi, GREEK NAME chapter is asking you to please generate a list of students who match the following criteria:

Undergraduate Students

· 3.0 cumulative grade point average or higher;
· declared education major; and

· completed at least 30 semester hours.

Graduate Students

· 3.25 cumulative grade point average or higher;

· accepted into the graduate school and pursuing coursework in education; and

· completed at least six semester hours.

If the list of students who meet these requirements could be placed in label form and completed by DATE, it would help the chapter greatly. We appreciate your help in our pursuit to recognize students who excel scholastically in the field of education. If you need more specific information about our needs, please let me know at (telephone number or e-mail address).

Sincerely,

Name

President/Membership Chair

(Chapter Name)

Kappa Delta Pi

