
Transfer Admission Request 

Date: [Insert Date] 

[Admissions Office] 

[College/University Name] 

[College/University Address] 

[City, State, Zip Code] 

Dear Admissions Committee, 

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

Year] student at [Your Current Institution]. I am writing to formally request a transfer to 

[Desired College/University Name] for the [intended semester/year]. 

After careful consideration, I believe that [Desired College/University Name] aligns more 

closely with my academic and career goals. I am particularly interested in [specific 

program/major], and I am impressed by [mention any specific opportunities or faculty]. 

During my time at [Your Current Institution], I have [briefly describe achievements, courses, or 

extracurricular activities]. I believe that my background and experiences will bring [mention how 

you can contribute to the new institution]. 

I have attached my transcript, letters of recommendation, and any other required documents for 

your review. I would greatly appreciate the opportunity to discuss my application further. Thank 

you for considering my request to transfer. 

Sincerely, 

[Your Name] 

[Your Phone Number] 

[Your Email Address] 


