
Student Records Transfer Request 

Date: [Insert Date] 

To: [Recipient's Name]  

[Institution Name]  

[Institution Address]  

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. My name is [Your Name], a student at [Your Current 

Institution Name], currently enrolled in the [Current Program Name]. I am writing to formally 

request the transfer of my academic records to [New Institution Name] as I plan to enroll in their 

vocational training program. 

Here are my details for your reference: 

• Student ID: [Your Student ID] 

• Date of Birth: [Your DOB] 

• Current Program: [Your Current Program] 

I would appreciate your assistance in processing this request at your earliest convenience. If 

there are any forms or procedures I need to complete, please let me know. 

Thank you for your attention to this matter. I look forward to your prompt response. 

Sincerely, 

[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Your Phone Number]  

[Your Email Address] 


