
Transcript Request for Transfer Letter

Subject: Request for Transcript to Transfer Institutions

Dear Registrar,

I am writing to request that my official academic transcript be sent directly to [New Institution Name]

as part of my transfer application. I am currently enrolled in [Program Name] at [Your Current

Institution].

Please forward my transcript to:

Admissions Office

[New Institution Name]

[Address or Email for Submission]

If there are fees or forms to complete, kindly inform me so that I can take immediate action. I would

appreciate your assistance in ensuring my request is processed before the application deadline.

Sincerely,

[Your Full Name]

[Your Student ID]

Get more templates here: https://www.lettersandtemplates.com/letters/transcript-request-letter


