Sample Transcript Request Letter
[bookmark: _GoBack]
Kayleigh D. Long
Registrar
Royal Technical Institution
96 New Dover Rd 
PL27 2KV 
WADEBRIDGE 
23rd May 2020.
Dear Ms. Long
I am writing to request for a copy of my full transcript with an enclosure of $200 as processing fee as per the Institution regulation. I graduated from your esteemed institution, Royal Technical Institution, in the Engineering major from the class of 2009. 
For further identification, my Social Security Number is 92-921-2383 and my student number was RT12930. Having received my degree in early January 2010, I would appreciate your prompt assistance in mailing my transcript to the address mentioned below. 
Mailing address: 293-20B Church Road
3rd Avenue, 
Wadebridge, United Kingdom
This transcript is essential to an upcoming interview next month. Thus, I hope to receive my transcript quickly to assist me in this interview.
Thanking you in advance for your prompt assistance.
Yours Truly,
Miley Anderson

Summary: This letter is from a graduate of an institution of higher learning requesting a copy of his transcript with an enclosed processing fee payment. The graduate submits his student information for identification verification as well as his mailing address for the transcript to be mailed.
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