[Your Name]
[Your Student ID or Enrolment Number]
[Your Contact Information: Address, Email, Phone Number]
[Date]

Subject: Application for Academic Transcript

Dear Professor Stoyanchev,

I hope this letter finds you well. I am writing to request an official copy of my academic transcript for the purpose of [state the reason for needing the transcript and name the institution that will be presented to e.g., job application, further education, student’s loan, etc.].

Please find below the required details for processing my transcript request:

1. Full Name
2. Date of Birth
3. Student ID 
4. Year of Study
5. Date of Enrolment 

I kindly request that you prepare an official transcript of my academic record, including grades for all courses completed and any other relevant information. 
Thank you for your prompt attention to this matter. If you require any further information or documentation from me to process this request, please do not hesitate to contact me at [Your Email Address] or [Your Phone Number].

I look forward to receiving my academic transcript in a timely manner. Your assistance in this matter is greatly appreciated.
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Sincerely,
[Your Full Name]

