
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[College/University Name]  

[Department/Office Name]  

[Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

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

transfer from [Current Program/Department] to [Desired 

Program/Department] at Fox Valley Technical College (FVTC).  

My name is [Your Name], and my student ID number is [Your Student ID]. I 

have been enrolled in [Current Program] since [Start Date] and have 

gained valuable skills and knowledge during my time here. However, after 

careful consideration, I have decided that transitioning to [Desired 

Program] aligns better with my career aspirations and academic interests.  

I have thoroughly researched the [Desired Program] and believe that it 

offers the opportunities I am seeking. I am eager to expand my abilities 

in [Specific Area of Interest] and contribute positively to the program.  

I kindly ask that you provide me with the necessary steps and any 

additional information required to facilitate this transfer. I am 

committed to ensuring a smooth transition and am willing to meet at your 

convenience to discuss my request further.  

Thank you for considering my application for transfer. I look forward to 

your positive response.  

Sincerely,  

[Your Name]  

[Your Student ID] 


