
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Admission Office/Registrar]  

[University/College Name]  

[University Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: Request for Transfer Admission to BBA Program  

I hope this letter finds you well. My name is [Your Name], and I am 

currently a [Current Year/Program] student at [Current Institution Name]. 

I am writing to formally request a transfer to the Bachelor of Business 

Administration (BBA) program at [University/College Name] for the 

[term/year, e.g., Fall 2024].  

I have thoroughly researched [University/College Name], and I am 

impressed by the [specific program features, faculty, opportunities, 

etc.]. The skills and knowledge I hope to gain from your esteemed 

institution align perfectly with my career goals in [specific field or 

profession].  

Due to [brief explanation of reasons for the transfer, e.g., personal 

circumstances, academic reasons, etc.], I believe that transferring to 

your institution will greatly enhance my academic experience and allow me 

to thrive in my studies.  

Enclosed with this letter are my academic transcripts, recommendations, 

and any other required documents. I am eager to provide any additional 

information that might assist in the evaluation of my application.  

Thank you for considering my request. I look forward to the opportunity 

to contribute to the vibrant community at [University/College Name].  

Sincerely,  

[Your Name]  

[Your Student ID (if applicable)] 


