
[Your Name]  

[Your Address]  

[City, State, ZIP Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Institution Name]  

[Department/Office]  

[Institution Address]  

[City, State, ZIP Code]  

Dear [Recipient Name],  

I am writing to formally express my intent to request a transfer from 

[Current Program/Department] to [Desired Program/Department] at 

[Institution Name]. I am currently a [Your Current Year, e.g., sophomore] 

studying [Your Major] and have enjoyed my experience thus far; however, I 

believe that a transfer will better align with my academic goals and 

career aspirations.  

Over the past [Duration], I have developed a strong interest in [Specific 

Area of Interest] and have taken steps to deepen my understanding and 

skills in this area. I have participated in [Relevant 

Courses/Activities/Projects] which have further fueled my desire to 

pursue [Desired Field/Program].  

I am particularly drawn to [Mention Specific Aspects of the Desired 

Program or Faculty], as I believe they will provide me with the 

opportunities and resources needed to thrive in my academic and 

professional journey.  

I have met with [Advisors/Faculty] from the [Desired Program/Department] 

to discuss my interest, and they have encouraged me to submit this 

transfer request. I am committed to making a valuable contribution to the 

program and am eager to engage with the faculty and fellow students.  

Thank you for considering my request. I am looking forward to the 

possibility of joining [Desired Program/Department] and am happy to 

provide any additional information or documentation needed to support my 

application.  

Sincerely,  

[Your Name]  

[Your Student ID (if applicable)] 


