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Information letter
on the preparation of applications
01.09.2015
A member of Tallinn University shall submit an application in the relevant form and signed.

Personal applications, requests, and other explanations are presented on a sheet without elements.
Please note:
* E-mail is not an application, but a cover letter for the application attached to the e-mail in the appropriate form and signed.

* Applications regarding financial matters have to be signed (either manually or digitally) and the exact payment dates should be included.
* The application should definitely include an explanation, not only situation description. The description has to include an answer to question WHY this situation is occurring.

* If the application deals with a course, the exact course title with the course code, lecturer’s name, and the amount of credits should be included.

* The application text has to be linguistically correct and the application’s style should also be observed.

* Study programme code (study group) is the code of the study programme version

that you can find from your account: ÕIS > performances > my study results:

- law, Bachelor AKLB/.... (entry year, for example, 12);

- law, Master AKROM/... (entry year, for example, 14);

- marketing AKMRB/.... (entry year, for example, 12).

ANNEX 1: normal application example

ANNEX 2: financial matters application example
EXAMPLE 1 – normal application
Name and Surname:

Address:

Phone number:

E-mail:
Indrek Grauberg
Director
School of Governance, Law and Society
Tallinn University

date

APPLICATION

Please register me for the course AKJ6054 Theory of Law (lecturer Martin Murakas, 4 ECTS)

. Followed by justification/explanation WHY.
Signature or signed digitally

Name

Institute

Specialty

Study programme code (study group)

EXAMPLE 2 – financial application

Name and Surname:

Address:

Phone number:

E-mail:
Indrek Grauberg
Director
School of Governance, Law and Society
Tallinn University

date

APPLICATION

In regards to 
(followed by situation justification/explanation)please allow me, under exceptional circumstances, to pay the tuition fee invoice IOS1111111 in the amount of EUR 111.00, as follows:
Payment date
..2014 amount
EUR

Payment date
..2014 amount
EUR
Signature or signed digitally
Name

Specialty

Study programme code (study group)

