Date: 18-03-2026

To, 

The Admissions / International Office, 

[University Name], 

[City, Country]

Subject: Request for Change of Authorized Educational 

Agent Student Name: [Student's Full Name] 

Application / Student ID: [Application Number] 

Date of Birth: [DD/MM/YYYY]
Respected Admissions Team,
I am writing to formally request a change in my authorized educational representative for my application to the [Course Name] program for the upcoming [Intake, e.g., Fall 2026] intake.

I no longer wish to be represented by my previous agency, [Name of Previous Agency, if known - otherwise write "my previous agent"]. I kindly request you to remove their access to my application file and stop all future communication with them regarding my admission.

The reason for this change is [Select one option below and delete the rest]:

· I am facing a lack of communication and support from my previous agent.

· I have relocated and found a local agency to assist me better.

· I require more specialized guidance for my visa and accommodation process.
Please update my records to reflect that my new, officially authorized representative is:

· Agency Name: [New Agency Name]

· Counsellor / Contact Person: [Name of the Agent]

· Agency Email Address: [Agent's Official Email]

· Agency Contact Number: [Agent's Phone Number]

· Agency Address: [Full Office Address]
I hereby authorize the above-mentioned agency to act on my behalf, communicate with the university, and receive updates regarding my application, offer letter and other documents.

Please confirm once my file has been successfully transferred to my new agent.

Thank you for your time and assistance.

Sincerely,

(Signature of Student)
[Student's Full Name] 

Registered Email Address: [Student's Personal Email] 

Contact Number: [Student's Phone Number] 
