
Short and concise email

Subject: Request for School Leaving Certificate

    Dear Principal,

    I hope this email finds you well. I am requesting my School Leaving Certificate as I am

transferring to another institution. 

    Please let me know the procedure to obtain it at the earliest.

    Best regards,

    [Student Name]

    [Class/Grade]

Get more templates here: 

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


