
Request for Test Result Duplicates 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

 

[Recipient's Name] 

[Recipient's Title] 

[Institution/Organization Name] 

[Institution Address] 

[City, State, Zip Code] 

 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request duplicates of my test results 

from [Specify Test/Subject] conducted on [Specify Date]. I require these documents for 

educational purposes. 

The information is vital for my academic advancement, and I would greatly appreciate your 

assistance in obtaining copies at your earliest convenience. 

Thank you for your attention to this matter. I look forward to your prompt response. 

 

Sincerely, 

[Your Name] 


