SAMPLE LETTER WRITTEN BY PRINCIPAL

< SCHOOL LETTERHEAD>

Date

To Whom It May Concern:

This letter is to certify that the attached transcript is an authentic copy of the record of all courses taken by <Student’s Name> from <date> to <date>.

Our students are required to earn a __ or better, in order to pass their course.  The grading system for the <Your School> is as follows:

90 – 100
A

80 – 89
B

75 – 79
C

(…etc.)

<Student’s Name> has passed all of his/her subjects that he/she has taken at <Your School>.  

Sincerely,

SIGNATURE

<Name of Principal or Registrar>

<Your School>

