
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Institution Name]  

[Office of the Registrar/Admissions]  

[Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

I hope this letter finds you well. I am writing to formally request a 

copy of my graduation documents from [Institution Name]. My details are 

as follows:  

- Full Name: [Your Full Name]  

- Student ID Number: [Your Student ID]  

- Degree Earned: [Degree Name]  

- Date of Graduation: [Graduation Date]  

I would appreciate your assistance in providing the necessary documents 

at your earliest convenience. Should there be any fees or further 

information required, please let me know.  

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

prompt response.  

Sincerely,  

[Your Name]  

[Your Signature (if sending a hard copy)] 


