<Student Name>

<Student Address>

<(Area Code> Phone Number>     
<DATE>

WW Riggs, Professor and Chair

Department of Social Sciences

Texas A&M International University

5201 University Boulevard 

Laredo, Texas 78041-1900

(RE:    Request to take Comprehensive Examination in the <Semester, Year>, for <Student’s Name>, <Degree-Major/Minor>, <Social Security Number>)

Dear Dr. Riggs

I am respectfully notifying the Department of Social Sciences that I, <Student’s Name>, will be completing my requirements for the <Degree-Major/Minor> program during the <Semester, Year>. It is my intention to be scheduled to take the comprehensive examination in order to satisfy the requirements for graduation.

I am enclosing an “unofficial” graduate transcript which indicates the courses I have completed, and the courses I am currently enrolled in. I have also included the name of the professor who taught each of these courses. The chair of my committee is Dr. <Professor’s Name> and my advisory committee members are Drs. <Professor’s Name> and <Professor’s Name>.

I am enclosing a verified degree audit as performed by the Registrar’s Degree Audit Specialist.

If you have any questions, please feel free to contact me a home <(Area Code) Phone Number>, at work <(Area Code) Phone Number> or through e-mail at <JohnJoe@email.com>.

Sincerely,

{                                  }

{                                  }

{    Signature Area    }  

{                                  }

<Student Initials-Typed>

Enclosure(s)


S A M P L E





P.S. Include any additional information you deem necessary. Thank You!








