
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

Office of Admissions  

Yakima Valley Community College  

[College Address]  

[City, State, Zip Code]  

Dear Admissions Office,  

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

transfer to Yakima Valley Community College (YVCC) for the [specific 

term/year, e.g., Fall 2024 semester].  

I am currently a [your current status, e.g., sophomore] at [current 

college/university name], majoring in [your major]. Due to [brief reason 

for transfer, e.g., personal circumstances, academic goals], I believe 

that transitioning to YVCC will better align with my educational and 

career aspirations.  

I have researched YVCC's programs extensively and am particularly 

interested in [specific program or aspect of YVCC]. I am excited about 

the opportunity to contribute to the campus community and enhance my 

academic journey.  

Please let me know the necessary steps I need to take to facilitate this 

transfer process. I appreciate your assistance and consideration.  

Thank you for your attention to my request. I look forward to your 

response.  

Sincerely,  

[Your Name]  

[Your Student ID (if applicable)] 


