Student Record Update Request

Date: [Insert Date]

To Whom It May Concern,

I hope this message finds you well. My name is [Your Name], and | am a [Your Year, e.g.,
sophomore] student at ['Your Institution's Name], enrolled in the [Your Program/Department

Name]. My student ID number is [Your Student ID].

I am writing to formally request an update to my student records concerning [describe what
needs to be updated, e.g., a change of address, updated contact information, etc.].

Details of the requested update are as follows:

e Current Information: [Current Information]
e Updated Information: [Updated Information]

Please let me know if you require any additional information or documentation to process this
request. | appreciate your attention to this matter and look forward to your prompt response.

Thank you for your assistance.
Sincerely,
[Your Name]

[Your Contact Information]
[Your Program/Department Name]



