
[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient Name] 

[Culinary School Name] 

[School Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

I hope this message finds you well. I am writing to formally request a reference letter as part of 

my application for a program transfer to [New Culinary School Name]. As I have enjoyed my 

time at [Current Culinary School Name], I believe this transfer will better align with my culinary 

goals and aspirations. 

Your insight into my abilities and experiences would greatly enhance my application. I 

appreciate the support and guidance you have provided during my time in [Current Program], 

and I believe that your perspective would be invaluable in helping me make this transition. 

If you agree to write this reference, I would be happy to provide any additional details or assist in 

any way to make the process easier for you. The deadline for submission is [Deadline Date]. 

Thank you very much for considering my request. I look forward to your positive response. 

Sincerely, 

[Your Name] 


