
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[University Name]  

[University Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: Request for Transfer to [Program/Department Name]  

I hope this letter finds you well. My name is [Your Name], and I am 

currently a [Your Current Program/Department] student at [Current 

University Name]. I am writing to formally request a transfer to 

[Program/Department Name] at [University Name] for the [specific term or 

semester, e.g., Fall 2024].  

[Briefly explain your current situation and reasons for requesting the 

transfer. Discuss your academic goals, interests, and how the new program 

aligns with your aspirations.]  

I have attached my academic transcripts and a letter of recommendation 

from [Name, Title, Relationship] to support my application.  

Thank you for considering my request. I look forward to the opportunity 

to discuss my transfer application further.  

Sincerely,  

[Your Name]  

[Your Student ID (if applicable)] 


