


To,
Mr. Thomas Hopkins,
Headmaster Senior Wing,
Apex High School, Leicestershire
17th January 20XX
Respected Mr. Hopkins,
I hope this letter finds you in a good health and space. It is stated with due respect, that I, Sabrina Collins, have been a student at Apex High School from the year 20XX to 20XX and was enrolled in the Science group in the 9th and 10th grades. I have recently got my overall high school result which makes me included in the category of top 10 students who scored the highest last year.
I am now aiming to continue my higher secondary studies by opting for an Honors degree in Business Administration from Westminster University, London. I visited the high school and your office myself twice personally for the transcript of my grades but each time I was told that you are away for a meeting or off to a seminar. This way, I could not take your signatures on the request application, and hence, the department coordinator did not issue me the transcript.
I am now running short with the deadline date of applying to the universities and I need to get the transcript photocopy submitted with the application form, otherwise, the form would be rejected.
Thus, it is humbly requested that if you are somehow not available in the school for some more days, kindly ask the department coordinator to issue me the transcript so that I do not miss the chance of sending an admission application to the universities am interested to apply. I would be thankful to you for this act of kindness. Thank you.
Yours obediently,
Sabrina Collins
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