
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[University Name]  

[Department/Office]  

[University Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

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

transfer of my application for admission to [Program Name] at [University 

Name].  

I originally submitted my application on [Original Application Date] for 

the [Year/Term] semester, and due to [brief explanation of reason for 

transfer, e.g., personal reasons, change in circumstances, etc.], I would 

like to transfer my application to [New Program/Location/Term].  

I appreciate your consideration of my request and would be happy to 

provide any additional information or documentation needed to facilitate 

this transfer.  

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

your positive response. 

Sincerely,  

[Your Name]  

[Your Student ID (if applicable)] 


