This is an example transcript request letter.
You may use this format if you wish or generate your own.
(List date here) 
Registrars Office

SMSU Student Records

Southwest Minnesota State University
1501 State Street
Marshall, MN  56258

Dear Sir or Madam:

I am requesting an official transcript be sent to:
(List college and address of the college that you are sending your transcript to here)
I was enrolled in the College Now program for the (List years in high school you were enrolled in the program here.  ie  2010-2011) school years.

Enclosed you will find a personal check for $___________ for the official transcript.  Thank you for your time regarding this matter.  

Sincerely,

(List your name and address here)
