
[Your Name]  

[Your Title/Position]  

[Your School/Organization]  

[School Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

  

[Recipient Name]  

[Recipient Title/Position]  

[Recipient School/Organization]  

[Recipient Address]  

[City, State, Zip Code]  

  

Dear [Recipient Name],  

  

I hope this letter finds you well. As we prepare for [Student's Name]'s 

transition to [next setting or phase, e.g., middle school, high school, 

etc.], I would like to outline the transition plan that we have developed 

to support their needs effectively.  

  

**I. Transition Goals**  

- Goal 1: [Describe goal and its relevance]  

- Goal 2: [Describe goal and its relevance]  

- Goal 3: [Describe goal and its relevance]  

  

**II. Key Areas of Focus**  

1. **Academic Skills**  

 - [Outline specific academic objectives]  

2. **Social Skills**  

 - [Outline specific social objectives]  

3. **Life Skills**  

 - [Outline specific life objectives]  

  

**III. Support Services**  

- [List available resources and support services, e.g., counseling, 

tutoring, etc.]  

  

**IV. Timeline**  

- [Include a timeline for the transition processes and milestones]  

  

**V. Collaboration**  

- [Detail how families and other stakeholders will be involved in the 

transition process]  

  

I am confident that with our coordinated efforts, we can ensure a smooth 

and successful transition for [Student's Name]. I would appreciate your 

thoughts on this plan and any additional input that you may have.  

  

Thank you for your continued support and collaboration. Please feel free 

to reach out if you have any questions or need further information.  

  

Sincerely,  



[Your Name]  

[Your Title/Position] 


