
Application for School Transfer 

Date: [Insert Date] 

To, 

The Principal, 

[Current School Name], 

[Current School Address] 

Subject: Application for Transfer to New School 

Dear [Principal's Name], 

I am writing to formally request a transfer from [Current School Name] to [New School Name]. I 

am currently in [Grade/Class] and due to [brief explanation of reason, e.g., relocation, personal 

circumstances], I believe this transfer is necessary for my continued academic success. 

I have greatly enjoyed my time at [Current School Name] and have appreciated the quality 

education provided. However, due to [mention any specific reasons or circumstances], I feel that 

a transfer to [New School Name] will better suit my needs. 

I kindly request you to grant me the necessary documentation and support during this transfer 

process. I assure you that I will continue to uphold the values and standards that [Current School 

Name] has instilled in me. 

Thank you for considering my request. I look forward to your positive response. 

Sincerely, 

[Your Name] 

[Your Contact Information] 

[Your Grade/Class] 


