
[Your Name]  

[Your Title/Position]  

[Your School/Organization Name]  

[School Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title/Position]  

[Recipient's School/Organization Name]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: Student Transition 

I hope this letter finds you well. I am writing to formally discuss the 

upcoming transition of [Student's Name], [Student's Current Grade/Class], 

to [New Grade/Class] for the [Upcoming School Year/Term].  

[Provide details about the student's progress, achievements, and any 

pertinent information related to the transition.]  

As we prepare for this transition, we want to ensure a smooth process and 

address any concerns that may arise. [Mention any specific plans, 

meetings, or support systems in place to assist with the transition.]  

If you have any questions or need further information, please do not 

hesitate to contact me at [Your Phone Number] or [Your Email Address]. 

Thank you for your attention to this important matter. 

Best regards,  

[Your Name]  

[Your Title/Position]  

[Your School/Organization Name] 


