
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Principal's Name]  

[School's Name]  

[School's Address]  

[City, State, Zip Code]  

Dear [Principal's Name],  

Subject: Application for Transfer Certificate  

I hope this letter finds you well. I am writing to formally request a 

Transfer Certificate for my child, [Child's Full Name], who is currently 

enrolled in [Grade/Class/Section] at [School's Name].  

1. **Introduction**  

Begin with a brief introduction, mentioning your relationship to the 

student and their current class. 

2. **Reason for Request**  

State the reason for requesting the transfer certificate, such as 

relocation, change of school, or other personal reasons. 

3. **Details of the Student**  

Provide necessary details about the student, including their date of 

birth, admission number (if applicable), and any relevant academic 

details. 

4. **Request for Processing**  

Politely request the school to process the transfer certificate at their 

earliest convenience and mention any specific dates if relevant. 

5. **Closing Statement**  

Express gratitude for their support and understanding. 

Thank you for your attention to this matter. I look forward to your 

prompt response.  

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name] 


