To,
Ms. Dolores Courtney,
Head Mistress Senior Wing,
Santa Clara High School, Yorkshire
17th January, 20XX
Respected Ms. Courtney,
I hope this letter finds you in the best of your health. With due respect, it is stated that I, Sarah Belem have been a prominent and a high scoring student at Santa Clara High School from the year 20XX to 20XX from the Arts group.
My high school result got out in 20XX, but I had to travel to my relative due to some personal issue and I just came back so that I can collect my transcript for further admission.
I aspire to be a fine artist in the future as you are aware that I have a natural talent for drawing and a passion for crafting things up. So, for the application process in the universities at higher secondary and tertiary level, I need to submit the photocopy of the transcript of my high school classes grades which I did not get a chance to get issued to me.
I hence request you, madam, to kindly place your signature on my application so that the department coordinator issue me my transcript. I shall be deeply grateful to you in this regard.
Yours respectfully,
Sarah Belem
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