Lost Student ID Replacement Guidance

Dear [Student's Name],

Welcome to [Institution Name]! We understand that losing your student ID can be a concern. To
assist you in replacing your lost ID, please follow the guidance outlined below:

Steps to Replace Your Lost Student ID

1. Report the loss of your student ID to the [Appropriate Office/Department] by visiting
[Office Location] or calling [Phone Number].

Complete the Lost ID Replacement Form available at [Link to Form or Office].

Submit any required identification documents as specified on the form.

Pay the replacement fee of [Amount] at [Payment Location or Online Link].

Once your application is processed, you will be notified via [Contact Method] when your
new ID is ready for pickup.
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Additional Information

If you have any questions or need further assistance, please do not hesitate to reach out to
[Contact Information]. We are here to help!

Best regards,

[Your Name]

[Your Position]
[Institution Name]
[Contact Information]



