
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Admissions Office]  

[College/University Name]  

[Admissions Office Address]  

[City, State, Zip Code]  

Dear Members of the Admissions Committee, 

I am writing to formally request a transfer to [College/University Name] 

for the [upcoming semester/academic year]. I am currently a student at 

[Current College/University Name] pursuing a [Current Major] degree.  

[In this paragraph, briefly explain your reasons for wanting to transfer. 

Discuss your academic goals, any specific programs or opportunities at 

the new institution that excite you, and how they align with your career 

aspirations.] 

[In this paragraph, highlight any relevant achievements, extracurricular 

activities, or personal experiences that demonstrate your readiness for 

this change and your commitment to succeeding at the new institution.] 

I have enclosed the following documents to support my application:  

1. Official transcript from [Current College/University Name]  

2. [Any other required documents, e.g., letters of recommendation, 

personal statement]  

Thank you for considering my application. I am eager for the opportunity 

to contribute to and grow within the [College/University Name] community. 

Please feel free to contact me if you require any additional information. 

Sincerely, 

[Your Name]  

[Your Student ID (if applicable)] 


