
Request for Expedited Processing of Official 

Transcript 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Registrar's Name] 

[University/College Name] 

[Office of the Registrar] 

[University Address] 

[City, State, Zip Code] 

Dear [Registrar's Name], 

I hope this message finds you well. I am writing to formally request the expedited processing of 

my official transcript. My name is [Your Name], and my student ID is [Your Student ID]. I am 

currently in the process of [explain your situation, e.g., applying for graduate school, a job 

opportunity, etc.] and have been informed that my transcript is needed urgently. 

I understand that there are standard processing times for transcript requests, but I would greatly 

appreciate your assistance in accelerating this process. I am prepared to cover any additional fees 

that may be required for this expedited service. 

Thank you very much for considering my request. I appreciate your help and understanding in 

this matter. Please feel free to contact me at [Your Phone Number] or [Your Email Address] if 

you need any further information. 

Sincerely, 

[Your Name] 



[Your Student ID] 


