
Informal, Simple Letter

Subject: Request for Leaving Certificate

Hi [Registrar Name],

I am writing to request my Leaving Certificate for [Course Name]. I have completed all my academic

requirements and would appreciate it if you could process this as soon as possible.

Thank you for your help.

Best,

[Your Name]

Get more templates here: 

https://www.lettersandtemplates.com/letters/application-format-for-leaving-certificate-from-college-cl
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