
Transfer Request Letter 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Principal's Name] 

[School Name] 

[School Address] 

[City, State, Zip Code] 

Dear [Principal's Name], 

I am writing to formally request the transfer of my child, [Child's Name], from [Current School 

Name] to [New School Name] for academic reasons. We believe that the academic program and 

resources at [New School Name] will better support [Child's Name]'s learning needs and 

aspirations. 

[Child's Name] has shown a keen interest in [specific subjects or programs], and we feel that the 

curriculum at [New School Name] aligns more closely with his/her educational goals. 

We kindly request your support in facilitating this transfer process and would appreciate any 

assistance you can provide regarding the next steps. 

Thank you for your understanding and support. 

Sincerely, 

[Your Name] 


