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How	to	write	application	for	college	leaving	certificate.		How	can	i	write	application	for	certificate.		Application	for	tuition	fee	certificate	from	college.		Application	to	get	leaving	certificate	from	college.		

A	school	leaving	certificate	is	a	document	proof	that	is	issued	by	the	academic	institution	where	the	student	was	enrolled	in	a	course.	It	is	issued	when	the	student	is	shifting	to	another	city,	country,	school/college,	etc.	If	the	student	needs	to	take	admission	to	another	school	then	this	certificate	acts	as	proof	that	the	holder	has	completed	a	particular
level	of	studies.	To	bring	clarity,	here	is	a	blog	that	will	shed	light	on	various	elements	of	this	certificate.		We	have	shared	some	examples	of	the	looks	of	the	certificates	below.	As	discussed,	a	school	leaving	or	transfer	certificate	is	an	official	document	issued	by	your	previous	institute	stating	your	education	level	and	the	reasons	for	leaving.	Enlisted
are	some	of	the	reasons	why	you	will	be	required	to	furnish	this	document.		Shifting	to	some	other	city	or	country	Want	to	be	admitted	to	some	other	school/college/university	Ensures	that	the	student	is	associated	with	only	one	institution	at	a	time	and	that	all	dues	and	fees	of	the	previous	institution	have	been	cleared	A	school	leaving	certificate	is	an
essential	document	issued	by	your	school	in	case	you	wish	to	transfer	or	take	admission	to	a	new	school	or	college.	Here	is	the	format:	Credits:	Pinterest	The	format	for	writing	an	application	for	the	issuance	of	a	leaving	certificate	is	very	similar	to	that	of	a	bonafide	certificate	format.	It	is	important	to	elucidate	the	reasons	clearly	and	concisely	while
maintaining	a	formal	tone.		The	application	can	be	written	either	by	the	student	or	by	the	parents.	However,	some	things	are	necessary	to	be	mentioned	in	the	application	so	that	the	school	can	issue	the	certificate	without	any	objection.	Name	of	the	Student,	enrollment	number,	contact	details,	and	batch/admission	year.	The	subject	line	should
categorically	state	the	reason	for	sending	the	application.		Why	the	student	is	leaving	the	current	institute	should	be	mentioned	very	clearly	in	the	main	body.	From	shifting	to	another	state/city	and	taking	admission	at	another	institute	to	completing	a	particular	course,	the	reasons	can	be	many.	
However,	it	is	important	to	cite	genuine	reasons.		A	final	concluding	line,	thanking	the	concerned	authority.		Now	that	you	have	understood	the	basic	details	related	to	writing	a	transfer	application,	here	are	some	samples	that	will	help	you	gain	an	overview:	ToThe	PrincipalSt.	Xavier’s	School,Kolkata		Subject:	Application	for	Issuance	of	School
Leaving	Certificate	Respected	Sir,	This	is	to	inform	you	that	I,	Trisha	Som,	a	student	of	Class	9-A	cannot	continue	further	education	here	as	my	father	has	been	transferred	to	Delhi.	

	Application	to	get	leaving	certificate	from	college.		

A	school	leaving	certificate	is	a	document	proof	that	is	issued	by	the	academic	institution	where	the	student	was	enrolled	in	a	course.	

Here	is	the	format:	Credits:	Pinterest	The	format	for	writing	an	application	for	the	issuance	of	a	leaving	certificate	is	very	similar	to	that	of	a	bonafide	certificate	format.	It	is	important	to	elucidate	the	reasons	clearly	and	concisely	while	maintaining	a	formal	tone.		The	application	can	be	written	either	by	the	student	or	by	the	parents.	However,	some



things	are	necessary	to	be	mentioned	in	the	application	so	that	the	school	can	issue	the	certificate	without	any	objection.	Name	of	the	Student,	enrollment	number,	contact	details,	and	batch/admission	year.	The	subject	line	should	categorically	state	the	reason	for	sending	the	application.		Why	the	student	is	leaving	the	current	institute	should	be
mentioned	very	clearly	in	the	main	body.	From	shifting	to	another	state/city	and	taking	admission	at	another	institute	to	completing	a	particular	course,	the	reasons	can	be	many.	However,	it	is	important	to	cite	genuine	reasons.		A	final	concluding	line,	thanking	the	concerned	authority.		Now	that	you	have	understood	the	basic	details	related	to
writing	a	transfer	application,	here	are	some	samples	that	will	help	you	gain	an	overview:	ToThe	PrincipalSt.	Xavier’s	School,Kolkata		Subject:	Application	for	Issuance	of	School	Leaving	Certificate	Respected	Sir,	This	is	to	inform	you	that	I,	Trisha	Som,	a	student	of	Class	9-A	cannot	continue	further	education	here	as	my	father	has	been	transferred	to
Delhi.	Due	to	this,	I	and	my	family	will	be	shifting	to	Delhi	soon.		Hence,	I	would	kindly	request	you	to	issue	a	School	Leaving	Certificate	for	the	same.	I	am	attaching	a	no-objection	certificate	provided	by	the	library	and	the	Accounts	department.	I	will	be	highly	obliged	if	the	certificate	could	be	issued	within	this	week.	Thanking	You,	Sincerely,	Trisha
Som94XXXXXXXXMoore	Avenue,Kolkata	Date:	24/03/20	ToThe	PrincipalXYZ	School,Sonia	Vihar,Delhi	Subject:	Application	for	School	Leaving	Certificate	Respected	Ma’am,	I	inform	you	that	my	daughter,	Samiya	Sahu,	Enrollment	No.	PQRS1234,	of	Class	10-E	of	your	prestigious	school,	will	not	be	able	to	continue	her	studies	further	at	the	school	as
we	are	shifting	our	residence	to	Noida.	I	would	kindly	request	you	issue	the	School	Leaving	Certificate	for	my	daughter	as	soon	as	possible	as	I	have	to	submit	it	to	ABC	School	where	she	will	be	admitted.		Thanking	You	in	anticipation.	Yours	Sincerely,	G.	S.	Sahu99XXXXXXI.P	Extension,Delhi	Date:	01/04/20	To	The	Principal	Ryan	International
School	Vasant	ViharNew	Delhi		Subject:	Application	for	School	Leaving	Certificate		Respected	Ma’am		I	am	Neeta	Sharam,	mother	of	Srishti	Sharma	of	8th	B	of	your	prestigious	school.	I	am	writing	this	with	a	very	heavy	heart	that	due	to	the	sudden	demise	of	my	husband,	we	are	facing	financial	problems	and	hence,	are	struggling	to	meet	our
expenses.	With	regret,	I	would	like	to	bring	to	your	notice	that	Srishti	will	not	be	able	to	continue	their	studies	at	your	school.		I	would	kindly	request	you	issue	the	School	Leaving	Certificate	for	my	daughter	as	soon	as	possible	as	I	have	to	submit	the	same	to	the	other	institution	to	where	she	will	be	admitted.		Thanking	You	Yours	Truly	Neeta	Sharma
98XXXXXX	Why	is	a	school	leaving	certificate	important?	A	school	leaving	certificate	is	a	document	that	indicates	your	level	of	education	and	is	issued	when	a	student	wants	to	transfer	to	a	new	school	or	needs	to	for	admission	to	a	university/college.	Is	a	school	leaving	certificate	the	same	as	a	migration	certificate?	No,	a	school	leaving	certificate	is
issued	by	the	school	in	case	you	want	to	transfer	schools	or	seek	admission	to	a	college.	In	contrast,	a	migration	certificate	is	issued	by	a	university	after	you	complete	your	education.	How	do	I	write	the	application	for	the	school	leaving	certificate?	

	

A	school	leaving	certificate	is	a	document	proof	that	is	issued	by	the	academic	institution	where	the	student	was	enrolled	in	a	course.	It	is	issued	when	the	student	is	shifting	to	another	city,	country,	school/college,	etc.	If	the	student	needs	to	take	admission	to	another	school	then	this	certificate	acts	as	proof	that	the	holder	has	completed	a	particular
level	of	studies.	To	bring	clarity,	here	is	a	blog	that	will	shed	light	on	various	elements	of	this	certificate.		We	have	shared	some	examples	of	the	looks	of	the	certificates	below.	As	discussed,	a	school	leaving	or	transfer	certificate	is	an	official	document	issued	by	your	previous	institute	stating	your	education	level	and	the	reasons	for	leaving.	Enlisted
are	some	of	the	reasons	why	you	will	be	required	to	furnish	this	document.		Shifting	to	some	other	city	or	country	Want	to	be	admitted	to	some	other	school/college/university	Ensures	that	the	student	is	associated	with	only	one	institution	at	a	time	and	that	all	dues	and	fees	of	the	previous	institution	have	been	cleared	A	school	leaving	certificate	is	an
essential	document	issued	by	your	school	in	case	you	wish	to	transfer	or	take	admission	to	a	new	school	or	college.	Here	is	the	format:	Credits:	Pinterest	The	format	for	writing	an	application	for	the	issuance	of	a	leaving	certificate	is	very	similar	to	that	of	a	bonafide	certificate	format.	It	is	important	to	elucidate	the	reasons	clearly	and	concisely	while
maintaining	a	formal	tone.		The	application	can	be	written	either	by	the	student	or	by	the	parents.	However,	some	things	are	necessary	to	be	mentioned	in	the	application	so	that	the	school	can	issue	the	certificate	without	any	objection.	Name	of	the	Student,	enrollment	number,	contact	details,	and	batch/admission	year.	The	subject	line	should
categorically	state	the	reason	for	sending	the	application.		Why	the	student	is	leaving	the	current	institute	should	be	mentioned	very	clearly	in	the	main	body.	From	shifting	to	another	state/city	and	taking	admission	at	another	institute	to	completing	a	particular	course,	the	reasons	can	be	many.	However,	it	is	important	to	cite	genuine	reasons.		A	final
concluding	line,	thanking	the	concerned	authority.		Now	that	you	have	understood	the	basic	details	related	to	writing	a	transfer	application,	here	are	some	samples	that	will	help	you	gain	an	overview:	ToThe	PrincipalSt.	Xavier’s	School,Kolkata		Subject:	Application	for	Issuance	of	School	Leaving	Certificate	Respected	Sir,	This	is	to	inform	you	that	I,
Trisha	Som,	a	student	of	Class	9-A	cannot	continue	further	education	here	as	my	father	has	been	transferred	to	Delhi.	Due	to	this,	I	and	my	family	will	be	shifting	to	Delhi	soon.		Hence,	I	would	kindly	request	you	to	issue	a	School	Leaving	Certificate	for	the	same.	I	am	attaching	a	no-objection	certificate	provided	by	the	library	and	the	Accounts
department.	I	will	be	highly	obliged	if	the	certificate	could	be	issued	within	this	week.	
Thanking	You,	Sincerely,	Trisha	Som94XXXXXXXXMoore	Avenue,Kolkata	Date:	24/03/20	ToThe	PrincipalXYZ	School,Sonia	Vihar,Delhi	Subject:	Application	for	School	Leaving	Certificate	Respected	Ma’am,	I	inform	you	that	my	daughter,	Samiya	Sahu,	Enrollment	No.	PQRS1234,	of	Class	10-E	of	your	prestigious	school,	will	not	be	able	to	continue	her
studies	further	at	the	school	as	we	are	shifting	our	residence	to	Noida.	I	would	kindly	request	you	issue	the	School	Leaving	Certificate	for	my	daughter	as	soon	as	possible	as	I	have	to	submit	it	to	ABC	School	where	she	will	be	admitted.		Thanking	You	in	anticipation.	Yours	Sincerely,	G.	S.	

If	the	student	needs	to	take	admission	to	another	school	then	this	certificate	acts	as	proof	that	the	holder	has	completed	a	particular	level	of	studies.	To	bring	clarity,	here	is	a	blog	that	will	shed	light	on	various	elements	of	this	certificate.		We	have	shared	some	examples	of	the	looks	of	the	certificates	below.	

If	the	student	needs	to	take	admission	to	another	school	then	this	certificate	acts	as	proof	that	the	holder	has	completed	a	particular	level	of	studies.	To	bring	clarity,	here	is	a	blog	that	will	shed	light	on	various	elements	of	this	certificate.		We	have	shared	some	examples	of	the	looks	of	the	certificates	below.	As	discussed,	a	school	leaving	or	transfer
certificate	is	an	official	document	issued	by	your	previous	institute	stating	your	education	level	and	the	reasons	for	leaving.	Enlisted	are	some	of	the	reasons	why	you	will	be	required	to	furnish	this	document.		Shifting	to	some	other	city	or	country	Want	to	be	admitted	to	some	other	school/college/university	Ensures	that	the	student	is	associated	with
only	one	institution	at	a	time	and	that	all	dues	and	fees	of	the	previous	institution	have	been	cleared	A	school	leaving	certificate	is	an	essential	document	issued	by	your	school	in	case	you	wish	to	transfer	or	take	admission	to	a	new	school	or	college.	Here	is	the	format:	Credits:	Pinterest	The	format	for	writing	an	application	for	the	issuance	of	a
leaving	certificate	is	very	similar	to	that	of	a	bonafide	certificate	format.	It	is	important	to	elucidate	the	reasons	clearly	and	concisely	while	maintaining	a	formal	tone.		The	application	can	be	written	either	by	the	student	or	by	the	parents.	However,	some	things	are	necessary	to	be	mentioned	in	the	application	so	that	the	school	can	issue	the
certificate	without	any	objection.	Name	of	the	Student,	enrollment	number,	contact	details,	and	batch/admission	year.	The	subject	line	should	categorically	state	the	reason	for	sending	the	application.		Why	the	student	is	leaving	the	current	institute	should	be	mentioned	very	clearly	in	the	main	body.	From	shifting	to	another	state/city	and	taking
admission	at	another	institute	to	completing	a	particular	course,	the	reasons	can	be	many.	However,	it	is	important	to	cite	genuine	reasons.		A	final	concluding	line,	thanking	the	concerned	authority.		Now	that	you	have	understood	the	basic	details	related	to	writing	a	transfer	application,	here	are	some	samples	that	will	help	you	gain	an	overview:
ToThe	PrincipalSt.	Xavier’s	School,Kolkata		Subject:	Application	for	Issuance	of	School	Leaving	Certificate	Respected	Sir,	This	is	to	inform	you	that	I,	Trisha	Som,	a	student	of	Class	9-A	cannot	continue	further	education	here	as	my	father	has	been	transferred	to	Delhi.	Due	to	this,	I	and	my	family	will	be	shifting	to	Delhi	soon.		Hence,	I	would	kindly
request	you	to	issue	a	School	Leaving	Certificate	for	the	same.	I	am	attaching	a	no-objection	certificate	provided	by	the	library	and	the	Accounts	department.	I	will	be	highly	obliged	if	the	certificate	could	be	issued	within	this	week.	Thanking	You,	Sincerely,	Trisha	Som94XXXXXXXXMoore	Avenue,Kolkata	Date:	24/03/20	ToThe	PrincipalXYZ
School,Sonia	Vihar,Delhi	Subject:	Application	for	School	Leaving	Certificate	Respected	Ma’am,	I	inform	you	that	my	daughter,	Samiya	Sahu,	Enrollment	No.	PQRS1234,	of	Class	10-E	of	your	prestigious	school,	will	not	be	able	to	continue	her	studies	further	at	the	school	as	we	are	shifting	our	residence	to	Noida.	I	would	kindly	request	you	issue	the
School	Leaving	Certificate	for	my	daughter	as	soon	as	possible	as	I	have	to	submit	it	to	ABC	School	where	she	will	be	admitted.		Thanking	You	in	anticipation.	Yours	Sincerely,	G.	S.	Sahu99XXXXXXI.P	Extension,Delhi	Date:	01/04/20	To	The	Principal	Ryan	International	School	Vasant	ViharNew	Delhi		Subject:	Application	for	School	Leaving	Certificate	
Respected	Ma’am		I	am	Neeta	Sharam,	mother	of	Srishti	Sharma	of	8th	B	of	your	prestigious	school.	I	am	writing	this	with	a	very	heavy	heart	that	due	to	the	sudden	demise	of	my	husband,	we	are	facing	financial	problems	and	hence,	are	struggling	to	meet	our	expenses.	With	regret,	I	would	like	to	bring	to	your	notice	that	Srishti	will	not	be	able	to
continue	their	studies	at	your	school.		I	would	kindly	request	you	issue	the	School	Leaving	Certificate	for	my	daughter	as	soon	as	possible	as	I	have	to	submit	the	same	to	the	other	institution	to	where	she	will	be	admitted.		Thanking	You	Yours	Truly	Neeta	Sharma	98XXXXXX	Why	is	a	school	leaving	certificate	important?	A	school	leaving	certificate	is
a	document	that	indicates	your	level	of	education	and	is	issued	when	a	student	wants	to	transfer	to	a	new	school	or	needs	to	for	admission	to	a	university/college.	Is	a	school	leaving	certificate	the	same	as	a	migration	certificate?	No,	a	school	leaving	certificate	is	issued	by	the	school	in	case	you	want	to	transfer	schools	or	seek	admission	to	a	college.
In	contrast,	a	migration	certificate	is	issued	by	a	university	after	you	complete	your	education.	How	do	I	write	the	application	for	the	school	leaving	certificate?	The	application	should	be	written	as	a	formal	letter	to	the	Principal	of	your	school	and	the	letter	must	state	reasons	why	you	want	a	school	leaving	certificate	issued.	What	is	a	school	leaving
certificate?	A	school	leaving	certificate	acts	as	a	transfer	certificate	and	is	issued	to	the	student	in	case	they	want	to	transfer	schools	or	seek	admission	in	another	college/school.	Is	the	school	leaving	certificates	and	TC	the	same?	Yes,	the	two	documents	serve	the	same	purpose.	Related	Articles	Hopefully,	you	are	familiar	with	the	basics	of	writing	an
application	for	a	School	Leaving	Certificate.	
If	you	need	any	help	regarding	admissions	to	college	abroad	or	career	counselling,	you	can	head	to	our	experts	at	Leverage	Edu	through	an	e-meeting	and	take	a	step	ahead	in	the	right	direction!	Call	us	immediately	at	1800	57	2000	for	a	free	30-minute	counselling	session.	There	are	some	important	documents	without	which	we	cannot	move	forward
with	our	admission	process	in	colleges.	Most	of	the	documents	are	available	with	us,	but	some	documents,	like	leaving	certificates,	have	to	be	requested	from	our	college	by	writing	an	application	for	the	college	leaving	certificate.	Please	read	the	whole	article	to	find	out	how	to	write	an	application	for	college	leaving	certificate.	How	to	Write	an
Application	for	a	College	Leaving	Certificate	A	college	leaving	certificate	is	issued	only	when	you	apply	to	get	one.	
A	college	leaving	certificate	is	a	proof	document	that	you	have	completed	a	particular	course	at	that	college.	A	college	leaving	certificate	is	issued	with	the	permission	of	the	head	authority	of	the	college.	A	college	leaving	certificate	is	a	compulsory	requirement	for	admission	to	another	college.	An	application	for	college	leaving	certificate	should	be
written	in	a	formal	manner,	and	the	letter	should	be	written	very	respectfully.	The	letter	should	contain	the	date	on	which	you	are	writing	the	letter.	Do	mention	the	date	before	which	you	require	your	college	leaving	certificate.	Provide	your	contact	number	and	email	ID	at	the	end	of	the	letter	so	that	colleges	can	contact	you.	Attach	the	necessary
documents	that	will	be	needed	for	verification	purposes	by	the	college	e.g.	Your	mark-sheets	for	the	last	two	semesters,	Admission	letter	by	the	new	college.	Application	for	College	Leaving	Certificate	Format	From,	Parent/student	name	Address	Date-	To,	The	Headmaster/Principal	College	Name	College	address	Sub-Requesting	for	a	leaving
certificate	Greetings	or	Salutations,	e.g.,	Respected/	Dear	Sir	or	Madam,	In	the	main	body	of	the	letter,	I	am	requesting	a	leaving	certificate.	The	reason	why	you	require	it.	
Mention	the	last	date	of	the	student	at	that	college.	Attach	the	last	two-semester	mark	sheets	for	verification.	Mention	your	contact	number	and	email	ID	at	the	end	of	the	letter.	Express	gratitude	towards	the	employer.	Yours	faithfully/truly/sincerely,	(Signature)	Your	name	is	in	block	letters.	Contact	number-	Email	Address-	Attachments-	Marksheet
of	the	last	two	semesters	A	Sample	Letter	for	a	College	Leaving	Certificate	Have	a	look	at	all	the	sample	letters	we	have	given	below	to	properly	write	an	application	for	the	college	leaving	certificate.	Sample	Letter	1.	Request	for	College	Leaving	Certificate	Yogesh	Mali	Guru	Nanak	Society	Gandhidham	Gujarat-12345	Date	–	28	September	2022	The
Principal	Mehul	College	of	Arts	Gujarat-123456	Sub:	Request	for	a	college	leaving	certificate	Respected	Sir,	I	am	Yogesh	Mali,	a	B.Com	graduate	from	your	esteemed	college.	I	have	enrolled	in	Savitri	Bai	College	for	my	postgraduate	studies	and	would	like	to	request	a	college	leaving	certificate	from	you.	The	leaving	certificate	has	to	be	submitted	on
October	8,	2022.	I	request	you	to	kindly	issue	the	college	leaving	certificate	before	October	8,	2022,	so	that	I	can	get	admission	to	Savitri	Bai	College	without	any	further	delay.	I	have	attached	my	semester	5	and	6	mark	sheets	and	an	admission	letter	from	Savitri	Bai	College	for	verification.	I	hope	you	will	issue	the	college	leaving	certificate	at	the
earliest.	Thank	you	in	advance.	
Yours	sincerely,	(Signature)	Yogesh	Mali	B.com	Graduate	Contact	number	–	00000000	Email	Id	–	yogmali@gotmail.com	Attachments-	Semester	5	and	6	mark	sheets	Admission	letter	from	Savitri	Bai	College	Explore	More	Sample	Letters	Sample	Letter	2.	Request	for	College	Leaving	Certificate	to	Change	the	Stream	Michael	Jordan	12	Christian	House
Mary	Street	Golvad-677511	Date	–	4	January	2022	The	Headmaster,	Nadar	Patil	College	of	Commerce	Golvad-677515.	Sub:	Request	for	a	college	leaving	certificate	to	change	the	stream	Respected	Sir,	I	am	Michael	Jordan,	an	obedient	student	of	your	esteemed	college.	I	am	in	the	third	year	of	BAF	and	I	would	like	to	do	a	post-grad	after	completion	of
my	BAF	degree	from	your	college.	As	my	sixth	semester	exams	are	about	to	end,	I	have	already	started	searching	for	colleges.	I	would	request	you	to	please	issue	me	a	leaving	certificate	after	my	semester	exams	end,	i.e.,	on	January	10,	2022,	so	that	I	can	move	forward	with	the	admission	process	with	ease	as	soon	as	I	find	a	good	college.	I	have
attached	semester	4	and	5	mark	sheets	for	verification.	I	hope	you	will	understand	the	cause	of	my	concern	and	issue	me	a	college	leaving	certificate	as	soon	as	possible.	I	would	be	highly	grateful	for	the	same.	Thank	you	in	anticipation.	Yours	truly,	(Signature)	Michael	Jordan	TY.BAF	student	Contact	number	–	89767	×	×	×	×	×	Email	id	–
micjordan@teromail.com	Attachments-	Semester	4	and	5	mark	sheets	Frequently	Asked	Questions	on	the	Application	for	a	College	Leaving	Certificate	Question	1.	Can	I	get	my	college	leaving	certificate	before	completion	of	my	course?	Answer.	Yes,	upon	request	to	the	highest	authority	of	your	educational	institution,	you	can	obtain	your	college
leaving	certificate.	You	can	change	your	college	anytime	you	like.	If	for	some	reason,	you	have	to	leave	the	course	in	between,	you	can	also	do	that	and	request	a	leaving	certificate.	If	you	want	to	leave	in	the	middle	of	the	year,	your	college	cannot	force	you	to	pay	the	entire	year’s	fees.	Question	2.	Are	TC	and	CLC	the	same?	Answer.	
TC	is	the	transfer	certificate,	and	CLC	is	the	college	leaving	certificate.	Both	are	literally	the	same,	just	having	different	names.	Your	college	can	either	give	you	a	transfer	certificate	(TC)	or	a	college	leaving	certificate	(CLC).	Question	3.	Can	I	get	admission	to	college	without	a	college	leaving	certificate?	Answer.	No.	A	college	leaving	certificate	is	a
proof	document	that	you	have	completed	a	particular	course	at	that	college.	A	college	leaving	certificate	is	issued	with	the	permission	of	the	head	authority	of	the	college.	A	college	leaving	certificate	is	a	compulsory	requirement	for	admission	to	another	college.	School	Application	for	a	College	Leaving	Certificate	is	a	formal	written	request	by	a
student	to	their	educational	institution	to	obtain	a	certificate	that	officially	confirms	their	departure	from	the	institution	after	completing	their	studies.	
Learn	more	about	in	the	article	given	below.	
November	6,	2023	The	Principal	SRM	Institute	of	Engineering	and	Technology	Kattankulathur,	Chengalpattu	Tamil	Nadu	603203	Dear	Sir,	I	am	Sandeep	Krishna,	a	former	student	at	your	esteemed	institution.	I	successfully	completed	my	postgraduate	studies	in	Computer	Science	Engineering	in	April	2021.	I	am	writing	to	request	my	College	Leaving
Certificate,	which	I	require	for	my	upcoming	PhD	admission	at	CHRIST	(Deemed	to	be	University),	Bangalore.	They	have	requested	all	my	documents,	including	the	College	Leaving	Certificate,	to	be	submitted	by	February	10,	2022.	I	kindly	ask	for	your	assistance	in	promptly	providing	me	with	the	Transfer	Certificate.	
Thank	you	for	your	cooperation.	Yours	sincerely,	Sandeep	Krishna	ME	Computer	Science	Engineering	(2019-2021)	Contact	Information:	Phone	number:	99999	Email:	name.name@email.com	Sample	2:	Write	Application	to	Request	for	College	Leaving	Certificate	4/289,	Sreevatsa	Residency	G	N	Mills	Mettupalayam	Road	Coimbatore	–	641014	October
25,	2021	The	Principal	Sri	Krishna	College	of	Arts	and	Science	BK	Pudur,	Sugunapuram	East,	Coimbatore	–	641008	Dear	Ma’am,	I	am	currently	a	BCom	(Finance	and	Accounting)	student	at	your	esteemed	college.	I	am	writing	this	letter	to	inform	you	that	my	family	and	I	will	be	relocating	to	Hyderabad	due	to	my	father’s	job	transfer.	His	promotion
requires	us	to	move	to	the	Head	Office	there,	and	we	plan	to	shift	by	the	first	week	of	November.	Given	the	upcoming	move	and	the	ongoing	COVID-19	situation,	I	kindly	request	your	understanding	of	the	urgency	of	my	situation.	I	would	greatly	appreciate	it	if	you	could	expedite	the	issuance	of	my	College	Leaving	Certificate.	Traveling	back	and	forth
for	this	documentation	would	be	challenging	and	risky	due	to	the	increasing	number	of	COVID	cases.	I	want	to	express	my	gratitude	in	advance	for	your	kind	consideration	and	assistance.	Sincerely,	Signature	of	the	sender	NAVEEN	CHARLES	BCom	Finance	and	Accounting	II	Year	Sample	3:	Application	For	College	Leaving	Certificate	After
Graduation	[Your	Address]	The	Principal,	[College	Name],	[Address],	[City],	[State],	[Pin	Code]	Date:	[Current	Date]	Respected	Sir/Madam,	I	am	writing	to	request	a	College	Leaving	Certificate	in	English	following	my	graduation	from	your	respected	institution.	My	name	is	[Your	Name],	and	I	was	a	student	of	the	[Department]	at	your	college.	I	am
pleased	to	inform	you	that	I	have	successfully	completed	my	graduation,	and	I	am	now	eager	to	explore	employment	opportunities.	
Many	companies	require	a	college	leaving	certificate	in	English	as	evidence	of	my	course	completion.	Hence,	I	kindly	request	you	to	issue	me	the	College	Leaving	Certificate	in	English	as	soon	as	possible.	I	have	enclosed	all	the	necessary	documents	with	this	application,	and	I	sincerely	hope	for	a	prompt	processing	of	my	request	to	receive	the
certificate.	Your	timely	assistance	will	be	greatly	appreciated.	Thank	you	for	your	attention	and	support.	Yours	faithfully,	[Your	Name]	How	do	I	write	an	application	to	the	principal	for	leaving	certificate?	To	write	an	application	for	a	leaving	certificate,	address	the	principal,	state	your	request,	and	provide	your	personal	details	and	reason	for	leaving.
Keep	it	concise	and	formal.	What	is	college	leaving	certificate?	A	college	leaving	certificate	is	an	official	document	issued	by	a	college	or	educational	institution.	It	certifies	that	a	student	has	completed	their	course	of	study	and	is	no	longer	enrolled	in	the	college.	This	certificate	may	be	required	for	various	purposes	such	as	applying	for	further
education	or	employment.


