Your Name]

Your Address]

City, State, Zip Code]

Email Address]

Phone Number]

Date]

Recipient's Name]

Institution's Name]

Institution's Address]

City, State, Zip Code]

Dear [Recipient's Name],

I hope this letter finds you well.

I am writing to formally submit my educational documents as part of my
application to [specific program, job, or institution name] at
[institution's name]. Enclosed with this letter, you will find the
following documents:

1. Official transcripts from [name of school/university]

2. Diploma from [name of school/university]

3. [Any additional documents, e.g., certificates, letters of
recommendation]

I appreciate your consideration of my application and look forward to the
opportunity to contribute to your esteemed [program/institution]. Should
you need any further information or additional documents, please do not
hesitate to contact me.

Thank you for your attention to this matter.

Sincerely,

[Your Name]

[Your Signature (if sending a hard copy)]
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