
Student Information Update 

Date: [Insert Date] 

To: [Administrative Office/Registrar's Office] 

Subject: Student Information Update 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request an update to my student 

information in your records. 

Please find the updated information below: 

• Full Name: [Your Full Name] 

• Student ID: [Your Student ID] 

• Program of Study: [Your Program] 

• Current Address: [Your Address] 

• Contact Number: [Your Contact Number] 

• Email Address: [Your Email Address] 

I would appreciate it if you could update my records at your earliest convenience. If you require 

any further information or documentation, please do not hesitate to contact me. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Student ID] 

[Your Program/Department] 

[Your Contact Information] 


