
 
 
 
 
 
To,  
 
 
The Director, 
Academic College Of Early Childhood Care And Education, 
Ludhiana Office,   
Punjab. 
 
Sir/madam, 
 
Sub :-  Re-issue My Duplicate Marksheet/Certificates. 
 
I am writing this letter to you in order to request you for issuance of duplicate mark 
sheet/Certificates for the Session ______________  to ______________ 
as 

I have________________ (Reason – Lost mark sheet / Misplaced during Shifting of 

House / Documentation Theft). 
 
Following are the details pertaining to the Lost Marksheet/Certificates. 
Study Centre  : ______________________________________ 
Diploma : __________________________________________ 
Registration  Number : ___________________ 
Examination Roll Number (First/second Year) : ___________________ 
 
 
Once again request you to kindly issue me the duplicate mark sheet. 
Look forward to your quick response. 

Thanking You 
Yours Sincerely, 

Name : _______________ 
Father Name : ______________ 

Address : ___________________ 
___________________________ 
___________________________ 

Contact No : _________________ 
 
 
 
 
 
Parents/Guardian                                                                          Student’s Sign. 
 
 


