
Transfer Request Letter 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

To, 

Admissions Office 

[University Name] 

[University Address] 

[City, State, Zip Code] 

Dear Admissions Committee, 

I am writing to formally request a transfer to [University Name] from my current institution, 

[Current University Name]. I am currently pursuing a [Your Major] degree and would like to 

continue my studies in a more suitable environment. 

Due to [briefly explain your reason for transfer, e.g., personal, academic, or professional 

reasons], I believe that [University Name] would provide me with the resources and 

opportunities necessary to achieve my academic and career goals. 

I have enclosed my academic transcripts, a letter of recommendation, and any additional 

requirements as per your transfer application guidelines. I appreciate your consideration of my 

request and look forward to the possibility of joining [University Name]. 

Thank you for considering my application. I am eager to contribute to the [University Name] 

community. 

Sincerely, 

[Your Name] 


