
Transfer Request Letter 

Date: [Insert Date] 

To: [Principal's Name] 

[School's Name] 

[School's Address] 

Dear [Principal's Name], 

I hope this message finds you well. I am writing to formally request a transfer for my child, 

[Child's Name], who is currently enrolled in [Current Grade/Class] at [Current School's Name]. 

Due to recent family dynamics, we believe that a transfer would be in the best interest of 

[his/her/their] educational and emotional well-being. 

As you may be aware, our family has recently experienced [briefly explain the family situation, 

e.g., relocation, divorce, etc.]. We believe that transferring to [New School's Name] would 

provide a more stable and supportive environment for [Child's Name]. 

We understand the importance of continuity in education and assure you that we have carefully 

considered this decision. Our hope is that [New School's Name] can better cater to [his/her/their] 

needs during this transitional period. 

We appreciate your understanding and support during this challenging time and would be 

grateful for your assistance in facilitating this transfer process. Please let us know if you require 

any further information or documentation to assist with our request. 

Thank you for your consideration. 

Sincerely, 

[Your Name] 

[Your Contact Information] 

[Your Relationship to the Child] 


