
Reference Request Letter 

Date: [Insert Date] 

[Recipient's Name] 

[Recipient's Title] 

[Institution's Name] 

[Institution's Address] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to request a reference letter as I am applying for 

a transfer to [Target University/Program Name]. I believe that your perspective on my academic 

abilities and character would provide valuable insight into my candidacy. 

During my time at [Current Institution], I have greatly appreciated your guidance in [specific 

course, project, or role]. I have learned a lot and grown as a student under your supervision, and I 

feel that your recommendation would be significant in supporting my application. 

The deadline for submission is [Insert Deadline], and I would be happy to provide any additional 

information you might need to help with your reference. Please let me know if you can assist me 

with this request. 

Thank you very much for considering my request. I truly appreciate your time and support. 

Sincerely, 

[Your Name] 

[Your Student ID] 

[Your Current Institution] 

[Your Contact Information] 


