Transcript Request

Date: [Insert Date]
[Your Name]

[Your Address]

[City, State, Zip Code]
[Email Address]

[Phone Number]

To Whom It May Concern,

I am writing to formally request an official transcript to be sent for my college applications.
Below are my details:

o Full Name: [Your Full Name]
o Date of Birth: [Your Date of Birth]
o Graduation Year: [Your Graduation Year]
e School Name: [Your School Name]
Please send my official transcript to the following addresses:

e [College/University Name] - [Email Address/Physical Address]
e [College/University Name] - [Email Address/Physical Address]

If there are any fees associated with this request, please let me know. Thank you for your
assistance.

Sincerely,

[Your Name]



