
Transcript Request Letter 

Date: [Insert Date] 

To Whom It May Concern, 

I am writing to formally request my academic transcript to support my scholarship applications. I 

am currently a student at [Your School Name], majoring in [Your Major], and my student ID 

number is [Your Student ID]. 

I require my transcript for the following scholarship applications: 

• [Scholarship Name 1] 

• [Scholarship Name 2] 

• [Scholarship Name 3] 

Please send my transcript to the following address: 

[Your Address] 

If you need any further information or documentation to process my request, please feel free to 

contact me at [Your Phone Number] or [Your Email Address]. 

Thank you for your assistance. 

Sincerely, 

[Your Name] 

[Your School Name] 


