
Official formal request

Subject: Application for School Leaving Certificate

    Respected Principal,

    I am writing to formally request the issuance of my School Leaving Certificate. I have completed

my studies up to [Class/Grade] and will be transferring to another school due to relocation. 

    Kindly process my request at the earliest convenience and provide the necessary documents.

    Thank you for your assistance.

    Sincerely,

    [Student Name]

    [Class/Grade]

    [Roll Number]

Get more templates here: 

https://www.lettersandtemplates.com/letters/application-letter-format-for-school-leaving-certificate


