
Transportation Change Request 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Position] 

[School Name] 

[School Address] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to request a change in transportation 

arrangements for my child, [Child's Name], who is in [Grade/Class]. 

Currently, [Explain current transportation arrangements], and I would like to request a change to 

[Explain desired transportation arrangements]. This change is necessary due to [briefly explain 

the reason for the request]. 

I understand the need for appropriate planning and would greatly appreciate your assistance in 

making this change effective by [desired effective date]. 

Thank you for considering my request. Please do not hesitate to reach out if you require any 

further details. 

Sincerely, 

[Your Name] 

[Your Contact Information] 

[Your Relationship to the Child] 


