
Letter of Transcript Details Update 

Date: [Date] 

To Whom It May Concern, 

I am writing to formally request an update to my transcript details as follows: 

• Name: [Your Full Name] 

• Student ID: [Your Student ID] 

• Program: [Your Program Name] 

• Previous Grade: [Previous Grade] 

• Updated Grade: [Updated Grade] 

• Reason for Update: [Reason] 

Please find attached the necessary documentation to support my request. 

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

Sincerely, 

[Your Name] 

[Your Contact Information] 

[Your Address] 


