
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[School/Organization Name]  

[Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Request for KCSE Registration/Results  

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

[specific request regarding KCSE, e.g., registration details, examination 

results, etc.].  

As a [your class/year, e.g., Form Four student] at [your school name], I 

am keen on ensuring that all necessary procedures are followed for the 

upcoming exams. [Include any specific reasons or circumstances that 

support your request.] 

I would greatly appreciate it if you could provide the necessary 

information or assistance regarding this matter at your earliest 

convenience.  

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

prompt response.  

Sincerely,  

[Your Name]  

[Your Signature (if sending a hard copy)] 


